Using Xerox DocuShare 2.2

This User Guide provides basic information about DocuShare 2.2 and detailed instructions for the use
of itsfeatures. For specific answers to common problems, see Troubleshooting_DocuShare for quick
answers.
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DocuShare Overview

DocuShare is a Web-based document management system that lets you easily store, access, and
share information in a collaborative work environment. Y ou can maintain information on the
Web without having to understand hypertext markup language (HTML). With DocuShare, users
can create their own accounts and add or delete information without the intervention of a
Webmaster or site administrator.

The information that you store in DocuShare is organized using nested folders called collections
in DocuShare. Collections may contain other DocuShare objects such asfiles, calendars, bulletin
boards, URLs and other collections. Any of these DocuShare objects can appear in multiple
collections at once and can be found quickly by using the various DocuShare navigation and
search features.

Some of DocuShare's features are listed bel ow:
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» Userscan create and maintain their own accounts and workspaces.

* You can download files stored on DocuShare to your computer. Y ou can aso upload files
from your computer to the DocuShare server.

* You can mount the DocuShare site as a drive on Windows Explorer and manage files
between the two if you use the Windows Client.

* You can create and store DocuShare objects such as document files, images, collections
(folders), calendars, subscriptions, saved queries, bulletin boards, and URLSs.

* You can set and maintain access to the files you create without the assistance of a
Webmaster or site administrator.

* You can easily find new material on DocuShare with the What's New feature.

* You can keep successive versions of afile, track afile'srevision history, and lock afile to
prevent multiple simultaneous updates.

» DocuShare objects can appear in more than one location simultaneously.
* You can search for objects in DocuShare by date, text, object or document type, etc.

However, DocuShare’ s best feature is that you will find it easy to learn and use!

Note: Throughout thismanual, all directionsto click links, buttons, or iconsimply a single
mouse click.

Additionally, all iconsand buttons displayed in this manual reflect the default settings of
DocuShare. Your DocuShare Site Administrator may change any of theseicons or buttons
to customize the appearance of your site. Contact your DocuShar e Site Administrator
regarding any changes dueto site customization.

Platform Requirements and Options

DocuShare may be accessed by any standard Web browser. The DocuShare software and
associated files are located on a networked server, not your local computer. With the optional
Windows Client software, DocuShare may be accessed from Windows Explorer instead of or in
addition to using aweb browser.

Platform Reguirements

Y ou can access and use DocuShare from all computer platforms and operating systems for which
World Wide Web access is available, including:

*  Microsoft Windows (3.x, NT, 95, 98, and 2000)

*  Macintosh
*  Sun, Solarisand SGI (UNIX)
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Y ou must have network access to the World Wide Web to access a DocuShare server. Y ou may
encounter some additional usage limitations due to the Web browser you are using or restrictions
imposed by documents created in third-party software formats. For example, Microsoft Word
does not run automatically on UNIX.

Browser Requirements

Y ou can access and use DocuShare from a standard World Wide Web browser. Browsers known
to work well with DocuShare are:

*  Netscape Navigator 2.0 and above
. Microsoft Internet Explorer 3.0 and above

Other browsers may be used but must support tables, "client-side cookies" for login, and the use
of third-party helper applications or "viewers" for display of additional content format types such
asword processing, spreadsheet, or presentation files.

Windows Client

If you use Windows 95, Windows 98, or Windows NT 4.0, you can mount DocuShare as adrive
on Windows Explorer and manage filesin DocuShare asif they were within Explorer (see
Chapter 11, DocuShare Windows Client).

Uploading Files

DocuShare enables you to upload files from your computer to the DocuShare server, where they
are indexed and managed. File-upload enabled browsers (such as Netscape Navigator 2.0 and
above, or MS Internet Explorer 4.0) allow you to use your existing browser for al file upload
functions.

To upload files with browsers that do not support the file-upload standard, such as Microsoft
Internet Explorer 3.0, you must install the DocuShar e File UpHelper application on your
persona computer. The DocuShare UpHelper application provides the ability to drag-and-drop
files from your computer’ s file management system and to upload multiple documents at one
time. See the section below DocuShare UpHelper Application for installation instructions.

Note: The DocuShare UpHelper application is designed for use only with MS Windows-based
systems. It is not available for the MacOS or UNIX-based systems.

Configuring Your Browser

To use DocuShare successfully, you must adjust your browser’s configuration settings. Those
adjustments are:

. Disable Proxies

. Enable page updating (set the cache attribute)

. Check vour Helper Application settings
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Y ou must also be sure your browser can accept "cookies." Some browsers will allow usersto
disable this feature. For successful use of DocuShare, your browser must accept "cookies." See
your Site Administrator for more information on cookies.

In addition, if your browser does not support the file-upload standard, you must also install the
DocuShare File UpHelper Application.

Disabling Proxies

In many corporate networks, a barrier, or firewall, is set up on an internal network (or Intranet) to
restrict the information that flows between the company computers and other external networks
(the Internet). Limited Internet accessis provided by a proxy server, which sits on the firewall
and provides a pipeline to the Internet. When you use a proxy to access a DocuShare server that
isalready on an internal network (or Intranet), you are essentially going out beyond the firewall
and then coming back in again to the network.

For the most efficient network response, the preferred method for using DocuShare is to access
the DocuShare server directly through your internal network, therefore bypassing the proxy
server. To do this, you must turn off proxy access from the internal network domain. For
example, if your DocuShare server islocated in the network domain sales.acme.com, you should
configure your browser to not use a proxy for the domain sales.acme.com.

Note: If you do not turn off proxy server access settings as described, you may encounter
problems while uploading files to the DocuShare server. Some older proxy servers do not handle
binary file uploads correctly. In that situation, the file uploading procedure may appear to
complete successfully to the user, but no file will appear on the DocuShare server.

Browser Action

Netscape Navigator 1. Goto Edit Preferences| Advanced | Proxies.

(4.x and 5.x for

Win95/\WWin98/NT) 2. Click Manual Proxy Configuration; then click View.

3. Typethe name of the DocuShare server's domain (e.g.,
sales.acme.com) in the space for Exceptions.

4. Click OK to return to the Preferences window. Click OK
again to return to the browser window.

Internet Explorer 1. GotoView | Internet Options| Connection and hit
(4.0 for Advanced button.
Win95/Win98/NT)

2. Intheinput field for “Do not use proxy server for
addresses beginning with,” type the name of the DocuShare
server's domain (e.g., sales.acme.com).

3. Click OK to return to the Options window.
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Internet Explorer 1. GotoView | Internet Options| Connection check the box
(5.0 for for “Bypass proxy server for local addresses’ then press
Win95/Win98/NT) the Advanced button.

2. Intheinput field for “Do not use proxy server for
addresses beginning with,” type the name of the DocuShare
server's domain (e.g., sales.acme.com).

3. Click OK to return to the I nter net Options window and
then click OK again.

Setting the Cache Attribute

Most browsers provide caching mechanisms that store Web pages on your local disk and then
retrieve the local files when you re-access the page. This can significantly increase browsing
speed and reduce network traffic. However, because DocuShare pages are dynamically created
and change frequently, you should configure your Web browser to not use alocal disk cache
when it connects to your DocuShare server. Thiswill ensure that you always have the latest and
"freshest” version of the DocuShare pages.

Note: If you do not adjust your cache setting, you may not see recent additions to a collection or
may not even appear to be logged in. Although hitting the Reload or Refresh button on your
browser will renew your view of the page and correct this situation momentarily, adjusting your
browser's cache options will prevent you from constantly reloading pages manually.

Browser Action

Netscape Navigator In Options | Network Preferences | Cache, set

(4.x for WIn95/NT) Check Documentsto “Every Time.”

Netscape Navigator In Edit | Preferences | Advanced | Cache, set

(5.x for Win95/NT) Check Documentsto “Every Time.”

Internet Explorer InView | Internet Options | General |

(4.0 for WIn95/NT) Temporary Internet Files, click the Settings
button and set to “Every visit to the page.”

Internet Explorer In View | Internet Options | At General tab, press

(5.0 for WIn95/NT) Settings button under Temporary Internet Files,
set Check for newer versions of stored pagesto
“Every visit to the page.”

Using Helper Applications

DocuShare only provides arepository for your files. It is actually your Web browser software
that determines how afile that you download from DocuShare is handled.

All Web browsers automatically interpret and display pages that have been created in HTML.
However, Web browsers do not automatically display other proprietary formats, such as
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Microsoft Office applications, PDF, and so on. When a browser retrieves afile with a file format
that it cannot interpret, the browser uses a separate viewer to display that file. The viewer can be
either:

. A helper application, such as Microsoft Word, which may launch inside or
outside of the browser window, or

. A plug-in, which launches inside the browser window.

A helper application isaparticular application such as Word, PowerPoint, Excel, or the
Acrobat Reader, which is automatically launched to display the selected file. For example, when
accessing aWord file, if your browser's helper application is properly configured, your Web
browser will automatically start Microsoft Word and use it to display the Word file.

A plug-in is a software program that extends the capabilities of your browser in a specific way,
giving you, for example, the ability to play audio samples or view video movies from within
your browser. Plug-ins are primarily used for multimedia-type applications.

Note: If your browser is not configured for a particular helper application, most newer browsers
will display a dialog box to help you to make these settings each time you encounter an
unrecognized file type. Thisis much easier than the manual configuration process described
below and should be used whenever possible.

Manual Browser Configuration of Helper Applications

If necessary you may configure your browser manually. Use the following proceduresto set up
the helper applications for Microsoft Word, Excel, and PowerPoint and the Adobe Acrobat
Reader. The process to configure your browser for other file typesis similar. Contact your local
Site Administrator for the correct MIME type and subtype settings for your DocuShare server.

Browser Action
Netscape Navigator 1. Goto Options|General Preferences|Helpers.
(4.x for WIn95/NT) (For Netscape 4.0, go to Edit | Preferences | Navigator |

Applications.)

2. Check to seeif the following file types are listed.
For Word: application/msword
For Excel: application/ms-excel
For Power Point: application/ms-powerpoint
For Adobe Acrobat: application/pdf
Y ou may have to scroll to find the file type you are looking for.

3. If thefiletype you want islisted, select it. If the file type you
want is not listed, click Create New Type and type application
for the File/MIME Type. For the Subtype, type one of the
following, depending on the application you are setting up:

For Word: msword

For Excel: ms-excel

For PowerPoint: ms-power point
For Adobe Acrobat: pdf
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In the File Extensions box, type the appropriate file extension(s)
for the associated application:

For Word: doc, dot

For Excel: xIs

For PowerPoint: ppt

For Adobe Acrobat: pdf

If Launch the Application is not selected or the application’'sicon
IS not present, do the following:

* Click Launch the Application.

» Click Browse and select the appropriate application:
Word (WINWORD.EXE), Excel (EXCEL.EXE),
PowerPoint (POWERPNT.EXE), or Adobe Acrobat
Reader (ACROREAD.EXE or ACRORD32.EXE).

Repeat steps 3 - 5 for each helper application you want to set up.

7. Click OK to exit. In Netscape 2.0, also click Save Optionson

File Types

File Types |

Feaistered file twpes:

the Options menu.
2] x

Microzoft Schedule+ 7.0 Configurat... | Hew Type... |

Microzoft Schedule+ 7.0 Print
T Microzoft Waord Add-in

o)
ﬁ Microsoft Word \Wizard
MIDI Sequence

MP File

r File type details

@ Eutension:
i
E@ Openz with;

Bemove |
Edit... |

Microgaft ‘wiard B ackup Document
zaft Ward Document

Microzoft Word T emplate

Dac

Cantent Type [MIME]:

WiINWORD

o]

Cancel

DocuShare Client Applications

DocuShare Windows Client

The DocuShare Windows Client is an application that allows you to access and manage
DocuShare files from within Windows Explorer. Once installed and mounted (see Installing the
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DocuShare Windows Client), DocuShare will show up as another drive on your regular Explorer
tree structure. Using the Windows Client, you can access and interact with DocuShare just as
you would with your local or network drives. For example, you can view the contents of
DocuShare collections, open and edit files, copy files to and from (or within) DocuShare by
dragging and dropping, and even use a combination of Explorer and the web interface to manage
files. For further information, see Chapter 11, DocuShare Windows Client. Y ou can also access
DocuShare files from within your editor applications (e.g., Microsoft Word) using the ODMA
Client to check documentsin and out of DocuShare. See Chapter 12, DocuShare ODMA Client.
In addition, desktop scanning is supported with the PaperPort Link to DocuShare within the
Visioneer PaperPort Desktop. See Chapter 13, PaperPort Link to DocuShare.

Note: You must have either Windows 95, Windows 98, Windows NT 4.0 or higher to use the
DocuShare Windows Client.

I nstalling the DocuShare Windows Client

Toinstall the Windows Client:

1. You can get the Windows Client by going to the Help section of DocuShare. From there,
click on DocuShare Windows Client. Follow the directions. Select your operating
system (Windows 95, Windows 98 or NT 4.0), and then download the installation file
and save it to atemporary location on your computer.

2. Select the downloaded installation file and double-click on it to initiate the installation.
Thisfileis aseaf-extracting file. The installation process will start. It will also prompt
you for alocation to install the Windows Client files, usually C:\Program
Files\Xerox\DSClient. If that directory does not exist, the installation program will create
it automatically. Optionally, you can select browse to choose where you want to install
the Windows Client files.

3. Follow therest of the on-screen dialog boxes to compl ete the Windows Client
installation. The ODMA Client installs as part of the Windows Client and worksin
conjunction with the Windows Client. Y ou can disable the ODMA Client if you wish: see
Configuring Optionsin Chapter 11.

4. When you restart your computer (as prompted by the on-screen dialog box), you will see
the DocuShare icon show up in the Windows Explorer tree diagram:

DocuShar e UpHelper

The DocuShare File UpHelper Application isaWindows application that enablesfile
uploading to DocuShare for older Windows systems. It provides support for users of browsers
such as Internet Explorer 3.0, which do not support the file upload standard. The maximum
number of files you may upload at atime using this helper application is 100.
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Netscape Navigator 2.0 and Microsoft Internet Explorer 4.0 support the file upload standard,;
however, they only alow the upload of onefile at atime. If you are using either of these
browsers and anticipate uploading multiple files during a session, you may also want to install
UpHelper or the DocuShare Windows Client.

To use UpHelper, you must:
» Download and install the application from your DocuShare server's Help page.
» If necessary, configure your browser to use the UpHelper application as one of its

recognized helper applications. (Thiswill normally occur automatically during
installation.)

» Edit your DocuShare User properties to indicate use of the Upload Helper application.
See “DocuShare Users” in Chapter 2 for information on this setting.

Note: The DocuShare UpHelper application is designed for use only with M SWindows-based
systems. It is not available for the MacOS or UNIX-based systems. Because it is designed for
older systems, support for the DocuShare UpHel per will be discontinued at the end of 2000.

I nstalling the DocuShare UpHelper Application

Toinstall the UpHelper Application:

1. You can get the DocuShare UpHelper Application by going to the Help section of
DocuShare. From there, click on File-Upload Helper Application. Follow the
directions: Select your operating system (Windows 95, NT 4.0, NT 3.x, or Windows 3.x)
then download the installation file and save it to atemporary location on your computer.

2. Select that installation file in your file management system and double-click on it to
initiate the installation. Thisis a self-extracting file. The installation process will start. It
will aso prompt you for alocation to install the UpHelper files, usually C:\DSUpHeél per\.
If that directory does not exist, the installation program will create it automatically.

3. The UpHelper installation program will detect which browser you are using (Netscape or
Internet Explorer) and will configure your browser to use UpHelper. If you have both
Netscape and Internet Explorer installed on your machine, the installation program can
configure both browsers during this process.

4. Follow therest of the on-screen dialog boxes to complete the UpHelper installation.

M anually Configuring the Netscape Browser to Use UpHelper

Although the UpHel per installation process will configure both Netscape and Internet Explorer
to use the UpHelper application, in case of any problems, please refer to these directions for
manually configuring the UpHelper to work with the Netscape browser.

Required settings for configuring UpHelper to work with Netscape Navigator 3.0:
1. Goto Options|General Preferences|Helpers.

10



DocuShare 2.2 Users Guide

. Click Create New Type and fill in the two fields:
* MimeType: application
*  MimeSubType: x-send-docushare-files
Select OK to exit the dialog box.

. Fill in File Extensions: dfu.

. Inthe Action area, select Launch the Application.

. Click on the Browse... button; locate and select the UpHel per application on your
computer, for example: C:\DSUpHel per\Uphel per.exe.

. Select OK to exit the Options dialog window.

11
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2 Becoming a DocuShare User

User Overview
DocuShare Objects
Object Services

» Properties
e Permissions
Navigating a DocuShare Site

DocuShare Home Page
DocusShare Collection Pages
What's New
DocusShare Navigation Bar
* Login
» Accounts
e Contents
 Search
* New
* Help
DocuShare Users
User Accounts

Viewing User Properties

Editing User Properties

Changing Y our User Name or Password
DocuShare Groups

Creating a User Group

Viewing Group Properties

Editing Group Properties

Change Owner of a Group

Mailing to all Group Members

Deleting a User Group

Overview

DocuShare is a web-based document management system that allows users to store, access and
manage information and files in a Community —Maintained™ repository using a standard web
browser or Microsoft Windows Explorer. Anyone who can access the server can download
existing files and upload new files. They can aso create and manage storage areas, group
calendars, bulletin boards and other tools to facilitate group communications over a network.

12
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A DocuShare site is composed of objects that are presented in the familiar model of nested
directories or folders. These folders are called collections. Any file, collection, subscription,
calendar or bulletin board created in DocuShare is a unigue object with an object identifier called
ahandle. That unique identifier stays with the object forever, even when you edit or move it.

Y ou will find in time that this comes in handy when setting bookmarks or sending people
pointers to your information.
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A typical collection page in the default configuration, entitled “Millennium,” is shown above.

Y our site administrator has the ability to customize the DocuShare site and configuration
significantly, so remember, appearance and/or behavior of the site could be vastly different
depending on what is required or desired by users.

Sinceit isimpractical to cover al possible customizations, this User Guide will focus on genera
usage and supply default configuration examples. If your DocuShare site is highly customized,
your site administrator may have a personalized user guide describing functionality of the tailor-
made site.

In the default configuration (and most customizations), DocuShare pages will have a navigation
bar at the top to provide access to general DocuShare utilities such as accounts, search, and help.
Below that is the collection's title and summary. The contents of the Summary field will appear
below the object’ s title on the page in which the object appears. Below the title and summary are
the pull-down menus, which offer various options. The Edit M enu allows you to view and/or
change certain aspects of the collection, or even delete the collection (Writer or Manager access
isrequired for some options). The Add... Menu allows you to add content to the collection:

files, URLSs, bulletin boards, calendars, etc. (Writer accessis required to add content.)

Below the pull-down menus is the collection's Appears I n list, which provides pointersto all
collections in which this collection appears. Any DocuShare object may appear in more than one
location at the same time. Finaly, thereisalist of the collection's content, which may include
other collections, or files, URLS, calendars and bulletin boards.

13
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DocuShare pages contain a variety of links that make navigating through the site easy. A few
common usage tips include:

 Click the name of an object to view the object.

» Click the collection’s folder icon or the collection'stitle to open a collection.

» Click the Appearsin link to go up alevel in the hierarchy.

» Click the object's Servicesicon to see more information about an object. The displayed
Ser vices page lists the properties of the object, and an Edit pull-down menu, which
provides further options for that object.

There are other navigation methods, such as a table-of-contents view and an extensive search
utility, to help you get around the DocuShare site. No matter which combination of navigational
tools you use, you will find your way easily around a DocuShare site.

DocuShare Objects

As a document management and sharing environment, DocuShare provides arich set of services
and utilities for defining, editing, and tracking File objects. Y ou can store and manage files
regardless of their format. For more information on files, see Chapter 5, DocuShare Files.

The object types you can create from within DocuShare are listed below:

DocuShare | con

8
(7

-

Object
User — A registered user of DocuShare.

Group —An assembly of one or more DocuShare users and/or other
groups.

Collection — The DocuShare equivalent of afolder.
Calendar — An online Calendar. Calendars also hold Event objects.
URL — A World Wide Web address (URL).

Bulletin Board — An online Bulletin Board. Bulletin Boards also hold
Bulletin objects.

Saved Query — A saved search query that will display the results of that
query each time it is opened.

Subscribe (Immediate) - Allows users to subscribe to DocuShare content
and be notified by email immediately after changes occur.

Subscribe (Daily) - Allows users to subscribe to DocuShare content and
be notified by email when changes occur viadaily summary reports.

14
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Subscribe (Weekly) - Allows users to subscribe to DocuShare content
and be notified by email when changes occur via weekly summary reports.

Note: Collections, Calendars, and Bulletin Boards are considered container objects because

they can hold other objects.

Object Services

Every object in DocuShare has Services that are available to you, such as viewing/editing object
properties, editing access permissions, deleting the object, or changing its location. Some objects
may have extra services available (e.g., locking and versioning for files). To access the services
for any object, click on its Servicesicon & located to the right of the object title in a collection

listing.

When you click on Services, the Services Page will appear, listing the properties for that object

and an Edit pull-down menu, which provides access to ot
aDocuSharefileis displayed below.

her options. A typical Services page for

- ITEDK

_ DocuShare Accaunty

Jues  Lagin Carienis

File Services
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Description:
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Belwdified By:
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Locked By:
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appbc sen/meword

Appeears In: i

Search Help

Properties

Properties, as shown above, further describe the object by giving information, such astitle,
summary, description, owner, date of creation, date of last modification, and keywords. Some

15
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properties (e.g., Title) may be edited if you have the proper permission, while others (e.g.,
Creation Date) are fixed.

To change or edit properties, select Edit Propertiesfrom the Edit pull-down menu on the
Services page, and the Edit [Object] page will appear. Make changes as you wish and then press
the Apply button; the Services page will reappear showing the property changes you made.
Fixed properties (e.g., Creation Date) will not show up on the Edit [Object] page.

You may view or edit the properties of container objects without clicking on the Servicesicon by
selecting View Propertiesor Edit Properties from the Edit pull-down menu. Y ou must be
inside the container object to do this (e.g., viewing a collection page). Regardless of how you
access the View Properties/Service page of an object, you need Writer or Manager level access
to edit properties.

Per missions

Access depends on the per mission status you have in regards to the object. The owner (creator)
of an object — not the site administrator — assigns per missions for that object. Per missions
establish security for the DocuShare site. Differing levels of permission or access allow various
privileges regarding DocuShare objects. For example, if you have Reader access, you can view
an object but not modify it or its properties. For more information on permissions, see Chapter 3,
DocuShare Permissions.

Navigating a DocuShare Site

DocuShare Home Page

The DocuShare default home page provides the initial entrance to your DocuShare site and
contains links to one or more top-level or "root" collections that contain other sub-collections.
There are aso links to the accounts, the login screen, the site map, and information About
DocuShare. Your DocuShare Site Administrator can easily customize the DocuShare home
page, so your server's home page may be different. Contact your Site Administrator for
information on the customization of your DocuShare site.

The home page al so features the What's New in DocuShare feature, which helps you to find out
what has been added to DocuShare recently.

DocuShare Collection Pages

DocuShare uses a series of collections and sub-collections to organize content. These collections
are connected together through root collections in much the same way other file management
systems use root folders and sub-folders to organize content. One important difference is that any
DocuShare object may exist within more than one collection at the same time, thus leveraging
the Web' s powerful hypertext capabilities.

16
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Each collection in DocuShare has a separate page. The example below shows some of the basic
elements found on every collection page. Customization may change the appearance of a
collection page to create a distinct look; however, these el ements are typical:

1.

A Navigation Bar with links to commonly used features, including Login, Accounts,
Contents, Search, New, and Help.

The Title of the collection.

An optional Summary of the contents of the collection. An optional description can also
appear below this summary. The contents of the Summary field will appear below the
object’ s title on the page in which the object appears.

A menu bar with pull-down menus that have selections for the operations that you can
perform on the collection, including deleting the collection, viewing the properties, and
adding content.

The collection content. This content includes other DocuShare objects such as additional
collections, files, URLS, calendars, or bulletin boards.

Like collections, the site administrator can customize objects, but the information listed below
for each object istypical of what will appear:

An object icon

Title of the object

Summary information about the object (if any)
The owner of the object

The creation date (date object added to DocuShare)

The numbers of items (collections only) or the file size (files only)

To open a collection, just click on itstitle or folder icon. The collection page will open.
Similarly, DocuShare calendar s and bulletin boar ds open by clicking on their title or icon.

Other objects perform differently when clicked.

When you click on a URL object, you will move (within your browser window) to the
indicated URL link.

When you click on afileicon, one of two things may occur:

1. If your browser is configured to use that file' s native applications as a helper
application, the helper application will open and your file will be displayed.

2. Other file types, such as executable files (.exe) or compressed files (.zip) may
display adialog box to allow you to save them to your hard drive.
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How these events occur is determined by your browser settings, not by DocuShare. For more
information on helper application settings, see Helper Applicationsin Chapter 1.

Note: Having your helper applications configured properly is essential for successful use of
DocuShare.

What's New

One of DocuShare's most popular featuresis What's New. What's New allows you to see recent
additions to DocuShare over atime frame that you can select -t he last hour, today, the last 2
days, the last 3 days or the last 4 days. The extent of the listing that you see is dependent upon
your logged-in status and the access permissions of the newly added object.

at's A
o (2
g
|I"| e st o lJ
G

Liztz all modifed corstent

Flridf obaf whel s radié foucdog !

Tofind out what's new in DocuShare:

1. Inthe What's New area on the DocuShare home page, select atime frame from the pull-
down menu. Time frame selections are: in the last hour, today, in the last 2 days, in the
last 3 days, or in the last 4 days.

Note: You can also select New in the navigation bar at the top of any page to access a
similar listing. This may restrict the What's New listing to new objectsin the current
collection.

2. Click Go. A list of new and modified DocuShare objects appears. Only those objects for
which you have at |east Reader access appear.

DocuShare Navigation Bar

. MEROX
(____'.w; ﬁonuShate Juest Login | Accounts | Contents Search New Help

The default navigation bar appears at the top of each DocuShare page. It provides the following
links:

* DocuShare or siteicon — Links to the DocuShare site home page (unless you are already
on the home page). May appear as a different icon unique to your DocuShare site.

* Logged-in User — Linksto the logged-in user’s services page.
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L ogin — Links to the DocuShar e L ogin page, where you can enter your DocuShare user
name and password to log in.

Accounts— Linksto the DocuShare Community Registry where you can log in, create
a DocuShare user account, create a user group, list all registered DocuShare users and
groups, or search for aregistered DocuShare user.

Contents — Displays atable-of-contents view of the entire site when selected from the
home page. If selected whilein acollection, displays asimilar view of the current
collection and its sub-collections.

Sear ch — Links to the DocuShar e Sear ch page, where you can search for specific
information within the DocuShare site. If selected whilein a collection, you can restrict
the search to the contents of the current collection.

New — Lists al objects that have been added to DocuShare within atime period you
select.

If selected while in a collection, you can restrict the listing to al new additions to the
current collection.

Help — Links to the DocuShar e Help Desk, which includes the DocuShare User Guide.
Accessto the DocuShare File UpHelper Application and Windows Client installation
files are dso available from the Help Desk page.

L ogging in to DocuShare gives you greater privileges on the DocuShare site. Until you log in,
you have only limited Guest access. Y ou only need to log in to DocuShare once per browser
session. You remain logged in even if you minimize your browser window.

Note: If you are not logged in to DocuShare and you try to perform a restricted operation, such
as accessing a protected file or submitting information, you will see a"Not Authorized" message.
Y ou will also be provided an opportunity to log in.

Tologinto DocuShare:

1.

From the top navigation bar (any location in DocuShare), click the Login link. The
DocuShare L ogin page appears.

Type your user name and password, then click L ogin. Remember that your user name
and password are case-sensitive.

The L ogin Successful page appears. If you make a mistake and see the "Invalid
password" or "Invalid user name" error message, click Back in the browser to return to
the DocuShare Login page and try again.

Click the Click hereto continue link to complete the login process.

19



DocuShare 2.2 Users Guide

The DocuShare page you started from appears. Y ou are now logged in to DocuShare. Y our user
name should appear in the navigation bar.

L ogging out of DocuShare

Y ou are automatically logged out of DocuShare when you close your browser session. To ensure
the security of your documents, you should log out of DocuShare if you plan to leave your
computer unattended and/or the screen unlocked.

Tolog out of DocuShare:

1. From the top navigation bar (any location in DocuShare), click the Login link. The
DocuShare L ogin page appears.

2. Click the Logout link. The Logout Successful page appears.

3. Click the Click hereto continuelink.

The DocuShare page you first started with appears. Y ou are now logged out of DocuShare. The
word Guest is displayed in the navigation bar instead of your user name. As a guest, you can still
browse the DocuShare repository, but you can no longer add content or update information.

Accounts

The Accountslink displays the DocuShare Community Registry. In thisregistry you can:

* Loginasan existing user. See the previous section “Login” for details.

. Create anew user account. See “ Creating a User Account” for details.

 Listal registered users.
»  Searchfor aregistered user.

. Create anew user group. See “Creating a User Group” for detalils.

. List al registered groups.

Note: Depending on the access policies set by your Site Administrator, some or al of these
features may not be available.

Y ou can access the DocuShare Community Registry using one of two methods:

»  Click the Accounts link from the navigation bar at the top of every DocuShare page.

*  Click Login on any page, and then click Accounts at the bottom of the page.

Follow the links for each option listed to perform the desired task within the Community
Registry. TheList All Registered Usersor List All Registered Groups options provide an
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aphabetical list of all registered users or groups. The Search for a Registered User option
allows you to search the user listing to find a particular user.

Contents

The Contents link provides a table-of-contents view of DocuShare collections. If accessed from
the home page, it provides a view of the entire DocuShare repository. If selected whilein a
collection, it displays asimilar view of the current collection and its sub-collections. Y ou can
click on any object within thisindex to accessit. An example of this table-of-contents view is
shown below.

Index of Sue’s Test Folder

O Sue’s TestFolder
2’"” [:l Other Ingtances of Amber®eb

;W O P gress Reports

% %’” D 1996 Progress Beports
% = O 1997 Progress Reports
~ 00 Samgle Uploaded Files

Sapyright & Xeron Sorporation, 1995, 1996

Sear ch

Sear ch provides the ability to search for any item within the DocuShare site. If selected from the
home page, it will search the entire site. If selected while within a collection, the search can be
restricted to just that collection. For more information on searching, see Chapter 10, “ Searching
in DocuShare” for more details.

New

Provides the same functionality asthe “What's New” feature on the home page, but can be
accessed anywhere within the DocuShare site. When selected from the home page, it presents a
listing of all new items added to the site within the selected time frame. If selected whilein a
collection, the What's New listing can be restricted to just that collection. See “What's New” for
more details.

Help

Help provides access to the DocuShare Help Desk —i nformation sources to help DocuShare
users with problems encountered while using DocuShare. The Quick Reference Guide and the
more extensive DocuShar e User Guide can be found there. Thereisalso alink to contact the
Site Administrator to report any unusual problems.

Help aso provides access to the installation files for the DocuShare Windows Client along with
instructions for DocuShare File UpHelper Application installation.

DocuShare Users

A user isaregistered user of DocuShare. They are represented in the What's New listing by af
icon.
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User Accounts

Although you can browse through the DocuShare site and view many documents contained
there, you cannot write to the site or view restricted content without obtaining auser account.
Registered users of a DocuShare site can add content, create personal or workgroup collections
and view documents not available for viewing by guests of the site.

When you create a user account in DocuShare, that process creates a user record with
information such as your name, email address, phone number, DocuShare user name, and
DocuShare password (known only to you). This can provide a convenient resource to assist other
users in contacting you. Y ou can update this information at any time by editing your user
properties.

Note: In the default setting for DocuShare, any guest can create a user account. Y our DocuShare
Site Administrator can alter this policy by restricting user account creation to only other
registered users of the site or to the Site Administrator. Check with your DocuShare Site
Administrator for the user account creation policies for your site.

To create a user account:
1. From anywherein DocuShare, click the Accounts link in the toolbar at the top of the
page. The DocuShare Community Registry page appears.

2. Click the Createa New User Account link. The Create User page appears.
Note: If you do not see the Create a New User Account link on this page, your Site
Administrator has restricted the ability to create new accounts. Contact your Site
Administrator for assistance.

3. Fill out the fields on the Create User page. Refer to the table below for descriptions of
each field.
Note: If you are unsure of the purpose of afield while creating this user account, you
can click on the highlighted field name for a brief Help description of the field.

4. When completed, click the Add User button at the bottom of the page. The Login
Successful page appears.

Note: DocuShare automatically logs you in after creating a new user account.

5. Click the Click hereto continuelink.

The Create User page has the following properties:

Property Description

First Name (Optional) Together with the Last Name field, provides your name for display
purposes in DocuShare.
Note: Thisisnot the name you use to log in to DocuShare; you specify your login
name in the User name field.

Last Name Together with the First Name field, provides your name for display purposesin
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DocuShare. Thisisarequired field.
Note: Thisisnot the name you use to log in to DocuShare; you specify your login
name in the User name field.

(Optional) Specifies your fully qualified email address. Used to send an individual
mail message to you or when sending email to a DocuShare group of which you are
amember. Your email address must be specified in full Internet format (for
example, fred_smith@sales.acme.com).

Specifies your prefered format when receiving email from DocuShare. Some mall
environments, such as Microsoft Outlook, support the use of HTML-formatted mail.
If you are using an HTML-capable mail reader, select HTML. Otherwise, select
Plain Text, which worksfor all mail readers.

(Optional) Specifiesthe URL (Uniform Resource Locator) for your personal Web
home page, if you have one. The URL must be afully qualified address including
the “http://” (for example:

http://somemachi ne.domai n.companyname.com/~user.html).

(Optional) Specifies your street address or an internal mailstop (for example, M/S
128-51E). For display purposes only.

(Optional) Y our phone number or extension. For display purposes only.

The Use Helper for Upload attribute specifies when to use the DocuShare File
UpHelper application. It may be set to one of three values:

* Never —Never use UpHelper. Files are uploaded via the browser's file upload
function if it is an upload-capable browser.

* When Necessary — The browser is used when possible; otherwise the Upload
Helper is used.

* Always— Always use UpHelper, never the browser. This setting isrequired if
you use an upload-enabled browser but still wish to use UpHelper because of
its ability to upload multiple files.

For more information on the DocuShare File UpHelper Application, please see
“DocuShare UpHelper” in Chapter 1.

(Optional) Specifies your internal workgroup organization. For display purposes
only.

Specifies the name you use to log in to DocuShare. Thisisarequired field.
Thisentry is case-sensitive. When you log in to DocuShare you must type your user
name exactly as you enter it in thisfield.

Note: DocuShare user names and passwords are unique in the DocuShare system;
they are not the same as your user name and password for any other system (for
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example, Novell). Logging in to DocuShare does not log you into the Novell
network and vice versa.

Specifies the password you use to log in to DocuShare. Thisisarequired field.
Thisentry is case-sensitive. When you log in to DocuShare you must type your
password exactly as you enter it in thisfield. The password does not expire.

Note: DocuShare user names and passwords are unique in the DocuShare system;
they are not the same as your user name and password for any other system (for
example, Novell). Logging in to DocuShare does not log you into the Novell
network and vice versa.

Requires you to type your password a second time for confirmation. Thisisa
required field.

Note: There may be additional properties displayed on this page that are not listed here. They are
specific to your DocuShare site. See your Site Administrator for details.

Note: If you forget your DocuShare password, do not reregister as a user. Instead, contact your
local DocuShare Site Administrator for assistance.

Viewing User Properties

Y ou can view the properties of auser at any time. Y ou do not need to be logged in to view user
properties. However, you must be logged in to DocuShare to perform any editing functions that
can be accessed through the Services page.

There are two ways to access a user's Ser vices page, depending upon your location:

» Click on the user's user name anywhere in the DocuShare site. This could be as alogged
in user in the Navigation Bar or as the listed owner of a DocuShare object.

» Click on the Accounts link in the Navigation Bar. In the DocuShare Community
Registry, select List All Registered Users. Select the name of the user from thislisting.

User propertiesinclude:

e Thefirst name and last name of the user.

The email address of the user.

» Theuser's home page (if any).

* Theuser's mailing address, phone number and organization.

* Theuser groupsthat list this user as a member. To see the properties for any of these
groups, click on their name.

e Theuser's user name.

* Theuser's Use Helper for Upload property.
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Note: There may be additional properties displayed on this page that are not listed here. They are
specific to your DocuShare site. See your Site Administrator for details.

All of these properties (except groups and user name) can be modified by the user through the
Edit Propertiesfunction. To edit the user's User name, use the Change User name function.

The Services page provides access to editing functions using these selections in the pull-down
menu area:

e Edit Properties— Edit your user properties.
»  Change Password — Change your password.

Change User name— Change your user name.

Note: These editing functions are only available to the registered user listed or the Site
Administrator. A user cannot edit another user's properties.

Editing User Properties

Y ou can edit any user property after initial creation. Y ou must be logged in as the registered user
to edit your user properties. Y ou cannot edit another user's properties.

To edit your properties:

1. View your user properties:

» Click on your user name anywhere in the DocuShare site. This could be as alogged
in user in the Navigation Bar or as the listed owner of a DocuShare object.

» Click on the Accounts link in the toolbar at the top of each page. In the DocuShare
Community Registry, select List all Registered Users. Select your name from this
listing.

The User Services page appears, showing the user properties.

2. Click the Edit Properties selection in the Edit... pull-down menu. The Edit User page
appears.

3. Edit the information. Refer to the property descriptionsin the previous table for details.
Note: If you are unsure of the purpose of afield while editing these properties, you can
click on the highlighted field name for a brief Help description of the field.

4. Click the Apply button. The User Services page for the user appears. The properties
have now been updated to reflect your changes.

Changing Your User Name or Password

To change your Password:
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View your user properties (see instructions above).

Click the Change Password selection in the Edit... pull-down menu. The Change User
Passwor d page appears.

Y our First Name, Last Name and User name will display. In the entry box for Old
Password, type in your current password. In the entry box for New Password, type in
your new password. In the entry box for New Password Again, type the new password
again. Both entries are case sensitive.

Click the Apply button. The Services page for the user appears. Y our password has now
been changed.

To change your User name:

1
2.

View your user properties (see instructions above).

Click the Change User name selection in the Edit... pull-down menu. The Change
User name page appears.

Your First Name, Last Name and current User name will display. In the entry box for
Password, typein your current password. In the entry box for New User name, typein
your new user name. Both entries are case sensitive.

Click the Apply button. The User Services page for the user appears. Y our user name
has now been changed.

DocuShare Groups

A group is an assembly of one or more DocuShare users and/or other groups into a distinct unit.
They are represented in the What's New listing by an i icon.

Creating a User Group

When you are working with more than a few individuals or documents, creating a user group
makes it easier to maintain access permissions for a group of users. Y ou must be logged in to
create a user group.

Tocreate a user group:

1.

From any location in DocuShare, click the Accounts link in the Navigation Bar. The
DocuShare Community Registry page appears.

Click the Create a New Group link. The Create Group page appears.

Fill out the Create Group page. Refer to the property descriptionsin the table below for
details.
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4. To Add Membersto the group, select auser or group from the scrolling list. To make
additional selections, pressthe CONTROL key while selecting the additional users or

groups.

Note: Usethe CONTROL key for MS Windows-based Operating Systems only.
Substitute the Command (or Apple key) key for the MacOS. UNIX-based systems
require no specia key for this multiple list item selection.

5. Click the Add Group button at the bottom of the page. The Group Services page
appears. The new group is now registered in DocuShare.

The Create Group page has the following properties:

Property

Group Name

Summary

Change

Membership

Members

Description

Contains a descriptive name for the permission group (for example, PIT
Members). Thisisarequired field. Thisname will be used in all menus when
selecting, viewing, or editing the group. Choose a name that reflects the function
of the group.

(Optional) Contains a short description of the group being created in DocuShare
(for example, Members of Process Improvement Team). The contents of the
Summary field will appear below the object’ stitle on the page in which the object

appears.

If you select Owner, only the owner of the group (the user who created the group
in DocuShare) can change the membership of the group. If you select Group
Members, the specified members of the group can change the membership of the
group. The default is Owner.

Usethis scrolling list to specify the members of the new group. The list showsthe
names of all registered DocuShare users and groups.

If you select user Anyone, any user (including guests) browsing the DocuShare
repository is automatically a member of the group.

Note: There may be additional properties displayed on this page that are not listed here. They are
specific to your DocuShare site. See your Site Administrator for details.

You can list all of the currently registered DocuShare groups from the DocuShare Community
Registry. Click the Accountslink on any DocuShare page to go to the Registry, then click the
List All Registered Groupslink to view the Current DocuShare Groups page.

Viewing Group Properties

Y ou can view the properties of agroup at any time. Y ou do not need to be logged in to view
group properties. However, you must be logged in to DocuShare to perform any editing
functions that can be accessed through the Services page.
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To access agroup's Services page, click on the Accountslink in the Navigation Bar. In the
DocuShare Community Registry, select List All Registered Groups. Select the name of the
group from thislisting.

Group properties include:

» Thetitleand summary of the group.

* Thegroup'sidentifying object number (handle), the owner of the group and the date and
time of creation and last modification.

*  Whether the Owner or the Members can change group membership.

* The members of the group. To see the user properties for any of these users, click on their
name.

Note: There may be additional properties displayed on this page that are not listed here. They are
specific to your DocuShare site. See your Site Administrator for details.

All of these properties (except the object ID and the creation/modification dates/times) can be
modified by the owner of the group through the Edit Propertiesfunction. Y ou can also use this
function to add new members to the group or remove members from the group. To edit the
Owner of the group, use the Change Owner function.

The Group Services page provides access to editing functions, using these selectionsin the
Edit... pull-down menu:

* Delete— Delete this user group.
» Edit Properties— Edit the properties of this group.
* Change Owner — Changes the owner of the group.

e Mail To-Send amail message to all members of the group.

Editing Group Properties

Y ou can edit the properties of a DocuShare user group at any time by selecting Edit Properties
from the Edit... pull-down menu on the Group Services page. Editing group properties also
allows you to add or remove members from a group. Y ou must be the owner of the group to edit
its properties. Y ou must also be logged in to DocuShare.

To edit the properties of a group:

1. From any location in DocuShare, click the Accounts link. The DocuShare Community
Registry page appears.

2. Click theList All Registered Groupslink. The Current DocuShar e Groups page
appears with the names of all groups registered in DocuShare.
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3. Click the name of the group you want to update. The Group Services page for the
specified group appears.

4. Click Edit Properties from the Edit... pull-down menu. The Edit Group page appears.

5. Edit the group information. Refer to the property descriptionsin the previous table for
details.

6. Usethe Add Membersand Remove Member s scrolling lists to add or remove members
from the group. To make additional selections, press the CONTROL key while selecting
the additional users or groups.

Note: Usethe CONTROL key for MS Windows-based Operating Systems only.
Substitute the Command (or Apple key) key for the MacOS. UNIX-based systems
require no specia key for this multiple list item selection.

7. Click the Update Group button at the bottom of the page. The Group Services page for
the group appears. The properties of the group are updated to reflect your edits.

Change Owner of a Group

If you are the owner of agroup, you can transfer ownership of the group to another user. Y ou
must be logged in to DocuShare.

To change owner ship of a group:

1. View the properties for the group.
2. Click the Change Owner selection in the Edit... pull-down menu.
3. Select auser from the New Owner scrolling list.

4. Click the Apply button.

The group now reflects the change in owners.

Mailing to all Group Members

Y ou can send an email message to all members of a DocuShare user group if:

. Each group member correctly specified his or her full email addressin his or her
DocuShare User Properties.

. Y our Web browser has a properly configured mail client. See your System
Administrator for information on configuring Web browser mail clients.

To send an email messageto a user group:

1. From any location in DocuShare, click the Accounts link. The DocuShare Community
Registry page appears.
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Click the List All Registered Groups link. The Current DocuShar e Groups page
appears with the names of all groups registered in DocuShare.

Click the name of the group to which you want to send mail. The Group Services page
for the group appears.

Click Mail To in the pull-down menu. The Send Mail to Member s of <> page appears.

Click the To compose an email message to the group, click herelink. The mail group
name client composition window appears.

Type the message and fill in the Subject field. The Recipientslist isaready filled in with
the addresses of the DocuShare group members.

Click Send. The message is sent to the members of the DocuShare user group.

Deleting a User Group

Only the logged-in owner of a user group or a DocuShare site administrator can del ete the group.

To delete a user group:

1

From any location in DocuShare, click the Accounts link. The DocuShare Community
Registry page appears.

Click the List All Registered Groupslink. The Current DocuShare Groups page
appears with the names of all groups registered in DocuShare.

Click the name of the group you want to delete. The Group Services page appears.

Click Deletein the Edit... pull-down menu. The Confirm Deletion page appears.
Note: If you change your mind, click Back in the browser to close the Delete Object

page.

Click Delete. The Delete Successful page appears, and the group is deleted from
DocuShare.
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DocuShare Permissions

Overview of Object Permissions

Viewing and Editing DocuShare Object Permissions

Adding Users and Group sto an Object's Access List

Unifying DocuShare Object Permissions

Changing an Object's Owner

Working with Write-Only Objects

Overview of Object Permissions

Every DocuShare object has a set of associated permissions called its Access Control List.
Permissions are the authorization level that a defined set of users or groups hasto view, delete
or modify a DocuShare object. These object permissions are not assigned or maintained by the
Site Administrator; rather, they are maintained by the owner of the object or any user with
Manager level access to the object.

There are three permission categories:

Reader — Allows the user or group to read the contents of afile or object and view its
associated properties and permissions. The user can open afile from the DocuShare site and
can also save thisfile to their local computer. However, a user with only Reader access to an
object cannot change its properties or add new content. No writing or editing of any kind is
granted by Reader-level access. Userswill only see objectsin collection, Contents or
What's New listings for which they have Reader-level access.

Writer — Allows the user or group to edit an object’s properties and add new objectsto a
container object (e.g., acollection). Writer level access to an object does not grant
permission to delete it or edit its permissions. Granting users or groups Writer permission
without granting them Reader permission enables advanced features like blind submission
collections, but requires that special steps be taken to make those features accessible. See
the section entitled Working with Write-Only Objects at the end of this chapter.

Manager — Grants the user or group full read/write access to the object. In addition to
read/write permission, a Manager can delete the object and edit its access permissions.
Users with Manager permission can also change ownership rights of an object from its
current owner to another user.
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The user who initially creates an object in the DocuShare repository, known as the owner,
receives automatic Manager level permission after creating the object. The owner can now assign
which users and groups can access the object and what level of access they have to this object.
Permissions are assigned at the individual object level.

Y ou specify permissions using one or more user names, group names, or both. When you are
working with more than afew individuals or objects, user groups can make creating and
maintaining access permission listseasier. A user group is anamed set of users and/or groups.
See Creating a User Group in Chapter 2 for more information on creating a user group in
DocuShare.

Permissions work with your logged in status on DocuShare. If you are not logged in to
DocuShare, you are considered a Guest and the user name Guest appears on each page. Guests
cannot add objectsor perform any edit operations.

Within access permissions, the user Anyone represents anyone accessing a DocuShare object,
either alogged-in user or a guest. Granting write access to Anyone gives any logged in user
write permission; Guest is aways denied edit capability. For example, if you give Reader- and
Writer-level accessto Anyone for a collection, then user Mary Smith can view the contents of
the collection, even if sheisnot logged in (i.e., aguest). However, if Mary Smith wants to add an
object to that collection, she must log in. If she is not logged in, when she attempts to add that
object, DocuShare will present a warning message stating that Guest cannot perform that
operation. It will also present alogin box to allow the user to log in and complete the operation.
The user will only be able to complete adding the object if they have Writer access permissions
to the object.

Object permissions can be inherited from higher-level parent or container objects. Collections,
Calendars, and Bulletin Boards are considered container objects because they hold other objects.
Calendars hold Events, Bulletin Boards hold Bulletins, and Collections hold every other type of
DocuShare aobject, including other collections. By initially setting the access permissions for a
higher level container object, any object subsequently added to that container object
automatically inherits those higher-level permissions from the container object.

For example, if you create a collection and give user Joe Smith both Reader and Writer access to
the collection, then any object (e.g., file, Collection, Calendar, or Bulletin Board) subsequently
added to that collection automatically contains Reader and Writer access permissions for user
Joe Smith. Inheriting permissions from container objects can be a very powerful tool to quickly
set access permissions for new DocuShare objects.

Viewing and Editing DocuShare Object Permissions

To view the current permissions on a DocuShare object, click on the Servicesicon for the object,
then click Per missionsin the Edit... pull-down menu. If you have Manager access permissions
to the object, you see the Edit Per missions page (shown below). Otherwise, you see the View
Per missions page, aread-only version of the same information. Y ou must be logged in to
DocuShare to edit permissions in any manner.
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The Per missions page has the following properties:

Property
Title
Owner

Private

Access List

Description
Displays the title or name of the DocuShare object.
Displays the current owner of the DocuShare object.

Specifies whether the title of the DocuShare object will appear in a search result. Yes
allows only users with Reader access to see the object in a search resultslist. No lists
the object'stitle, summary, and owner information in the search results list, regardliess
of the user's access rights.

Users without Reader access to the objects will not be able to view the object and its
properties, but will have enough information to contact the owner for access
permission rights.

Lists users and/or groups that have access to the object and the associated
permissions:

* Reader: The user can view the contents of the object and the associated
properties, but cannot edit them.

* Writer: The user can edit the object content and associated properties, as well
as add new file versions.

 Manager: The user can delete, view, and edit the object and its permissions,
delete the object, and change the object's owner. The owner always has
manager-level access and is therefore not an editable entry in the accesslist.
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To edit the permissions of an object in DocuShare:

1. At the DocuShare object whose permissions you want to change, click the Servicesicon.
The Ser vices page appears.

2. Click the Permissions selection in the Edit... pull-down menu. The Permissions page
appears. If you have Manager level access, you can edit the contents of the page.

3. Click any check box to select or deselect Reader, Writer, or Manager access for a user or
group. A check mark means that the corresponding access right apply.

4. Click the check box Remove From Access List to remove a user or group from the
access list.

5. Click Update Permissionsto finalize your changes. Click Reset to cancel your changes.

Adding Users and Groups to an Object's Access List
To add usersand groupsto an object's accesslist:

1. At the DocuShare object whose permissions you want to change, click the Servicesicon.
The Ser vices page appears.

2. Click the Permissions selection in the Edit... pull-down menu. The Per missions page
appears. If you have Manager level access, you can edit the contents of the page.

3. Click the Add to Access List selection in the Edit... pull-down menu.

4. Select one or more users or groups from the Add Memberslist. Thisisalist of users
who are currently not members.

5. Click Add Membersto AccessList.

At first, the users and groups that are added to the access list appear without new access rights.
Follow the stepsin the previous section to grant specific access rights to the new users or groups.

Unifying DocuShare Object Permissions

Occasionally, you may change the permissions for a higher-level container object (Collection,
Calendar, and Bulletin Board). Perhaps you may want to add a new user or extend wider access
to another user or group. However, the objects within that container object will not reflect those
new permissions. Y ou can edit the permissions for each object individually, but that process can
be time-consuming and error prone, especialy if there are alarge number of objects within that
container object. DocuShare provides the Unify command to make this process easier.

Edit the permissions on the higher level DocuShare container object, then select Unify to set the
permissions for all objects within that higher level container object to inherit the revised
permission settings. However, if you do not have Manager level accessto an object, Unify will
not change permissions for that object. DocuShare will list those objects as it performs the Unify
command. Permissions for these objects must still be edited individually by someone with
Manager access permission.
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To unify object permissions:

1. At the DocuShare collection, click the Servicesicon. The Collection Services page
appears.

2. Select Permissions from the Edit... pull-down menu. The Edit Collection Permissions
page appears. Make any changes that are necessary at thistime.

3. Select Unify from the Edit... pull-down menu on the Edit Collection Per missions page.
Note: The Do not unify objectsthat are also located elsewher e option means that the
Unify command will not apply to objects that are also located outside of the set being
unified. Leave this option checked to prevent the changes performed by the Unify
command from propagating into other areas of the DocuShare repository.

4. Click Unify.

Changing an Object's Owner

Users with Manager access to an object can change the object's owner at any time. The default
owner isthe user who initially created the object in DocuShare. While all Managers of an object
have the same permissions as its owner, it is the owner's name that is shown whenever the object
isdisplayed or an unauthorized access is attempted.

To change an object'sowner:

1. At the DocuShare collection, click the Servicesicon. The Collection Services page
appears.

2. Select Permissions from the Edit... pull-down menu. The Edit Collection Permissions
page appears. Make any changes that are necessary at thistime.

3. Select Change Owner from the Edit... pull-down menu on the Edit Collection
Per missions page.

4. Select anew owner from the New Owner list. Y ou can only select one owner.

5. Click Apply.

Ownership of the object is assigned to the new owner. The previous owner is added to the
object's access list and is automatically given Reader, Writer, and Manager access permissions.

Working with Write-Only Objects

Because Reader and Writer permissions are independent, DocuShare offers the ability to grant
write-only access to objects. The primary use of this feature is to create container objects that
allow usersto add content while preventing them from seeing what other users have added. For
example, a“Suggestions’ bulletin board can be created that allows users to privately add their
suggestions for improving the company. This bulletin board could even be made anonymous by
granting write permission only to a special anonymous account to which submitters must log in
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prior to making their suggestions.

Because users with write-only access to an object cannot open it or even seeit, they are unable to
reach the object’ s regular Add... menu. Submission to write-only objects requires going directly
to the desired edit form. For example, to add a new bulletin to awrite-only bulletin board called
BulletinBoard-16, a user must go to:

http://docushare-server/dscgi/ds.py/Add/BulletinBoard-16/Bulletin

Thislink can be made available to users as a DocuShare URL, or as alink on a custom web
page. For blind submission to collections, thelink is similar. For example, to add afileto
Collection-47, users would go to:

http://docushare-server/dscgi/ds.py/Add/Collection-47/File
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4 DocuShare Collections

Adding a Collection

Viewing Collection Properties

Editing Collection Properties

Deleting a Collection

Restoring a Deleted Collection

Editing the Location of a Collection

A collection is the DocuShare equivaent of afolder. A collection is represented by an kel icon.
Collections are considered container objects, which means that they can hold other DocuShare
objects (e.g., other (sub)collections, documents or application files, bulletin boards, URLS, or
calendars).

Adding a Collection

Y ou can add a collection to any location in DocuShare to which you have at least Writer access
permissions. However, you must be logged in to DocuShare to create a collection.

To createa collection:

1. From the location in DocuShare where you want to add a collection, select Add
Coallection from the Add... pull-down menu. The Add Collection page appears.

2. Fill out the fields on the Add Collection page. Refer to the table below for descriptions
of each field.
Note: If you are unsure of the purpose of afield while creating the collection, you can
click on the highlighted field name for a brief Help description of the field.

3. Click the Apply button to complete this process. The collection is created in DocuShare
and the Services page for the collection appears.

The Add Collection page has the following properties:

Property Description

Title Specifies adescriptivetitle for the collection. The title can contain spaces and other
punctuation marks. Y ou should assign a meaningful title to the collection. Thisisa
required field.

Summary (Optional) Specifies abrief description of the collection. The contents of thisfield

are displayed below the collection title. Use the Description field to provide amore
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Keywords

Show Search
Tool

View Format
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detailed description for the collection.

(Optional) Contains a detailed description of the collection. The contents of this
field are displayed below the collection title and summary on the DocuShare
collection page. The Description field can contain HTML markup to customize the
collection's appearance. (See the Troubleshooting section for cautions about using
some HTML markup categories)

(Optional) Thisfield should contain any Keywords associated with this object.
Keywords help to categorize documents and allow for more accurate searching.
Simply typein aseries of wordsin the field.

Enables users to enter simple search queries directly within a collection page,
without having to go to the more sophisticated DocuShare Search facility. Searches
may be for content anywhere on the site, or limited to the contents of the current
collection. When Show Search Tool is set to No, the search tool will not be
displayed for that collection.

Indicates how its contents should be displayed. The Detailed Listing setting
provides atraditional file folder list view. The | mages setting provides a thumbnail
view of imagefiles and alargeicon view of other content types. Thumbnails will
be generated for GIF, JPEG, TIFF, BMP, PNG, and Targa file formats.

Note: There may be additional properties displayed on this page that are not listed here. They are
specific to your DocuShare site. See your Site Administrator for details.

Y ou can verify that the collection was created by clicking the Appears In link to move you up
one level in the collection hierarchy. The collection should now be listed with a ==« jcon. If you
don't see the collection, click Reload on your browser to refresh the page display.

Note: After creating the collection, you should adjust the access per missions for the collection
to make sure they provide the desired level of access for other users and groups. See the section
Viewing and Editing DocuShare Object Permissions in Chapter 3 for more information on

adjusting these permissions.

Viewing Collection Properties

Y ou can view the properties of a collection at any time. Y ou do not need to be logged in to view
the collection properties. However, you must be logged in to DocuShare to perform any editing
functions that can be accessed through the Services page.

There are two ways to access a collection's Ser vices page, depending upon your location:

1. Whilein an open collection, select View Propertiesfrom the Edit... pull-down menu, or

2. Inahigher-level collection listing, click on the Servicesicon to the right of the collection

listing.
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Collection properties include:

Thetitle, summary and description of the collection
Keywords to enhance searching

The collection's identifying object number (handle), the owner who created the
collection and the date and time of creation and last modification

Animage, called logo, that can appear at the top of the collection page
A background image for the collection page
The sort order of objects contained within the collection

The location of this collection within the collection hierarchy of the DocuShare site
(Appears|In property). All DocuShare objects may appear in one or more locations

The collection search tool, which enables users to enter simple search queries directly
within a collection page

The collection's format, which indicates how its contents should be displayed

Note: There may be additional properties displayed on this page that are not listed here. They

are specific to your DocuShare site. See your Site Administrator for details.

All of these properties (except the object 1D, the creation/modification dates/times, and
collection location) can be edited or modified by the owner of the collection or a user with
Writer access permissions through the Edit Propertiesfunction. To edit the Appearsin
property (collection location), use the Edit L ocation function.

The Collection Services page provides access to editing functions, using these selections from

the Edit..

. pull-down menu:

» Edit Properties— Edit the properties for this collection. Y ou must be the owner of the
collection or have at |east Writer access permissions to edit collection properties.

* Permissions— View the access permissions for this collection. If you are the owner or have
Manager access permissions, you can also edit the access permissions from here.

» Edit Location - Change (move) or add locations for this collection. Y ou must be the owner
of the collection or have at least Writer access permissions to change collection locations.
See the section Editing the L ocation of a Collection in this chapter for more information.

Editing Collection Properties
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Many of the Properties of a collection can be edited or modified after initial creation. Y ou must
be the owner of the collection or have Writer access permissions to edit the properties for a
collection. Y ou must also be logged in to DocuShare.

In addition to editing properties such astitle, summary and description, you can also change the
sort order of the objects contained within a collection, add an image that will appear at the top of
acollection page, or add an image that will appear as the background for the collection page.

To edit the properties of a collection:

1. Go to the edit page for this collection:

» If located in the open collection, select Edit Properties from the Edit... pull-down
menu. The Edit Collection page appears.

» Within ahigher-level collection listing, click on the Servicesicon to the right of the
collection listing. The Services page appears. Select Edit Propertiesfrom the Edit...
pull-down menu. The Edit Collection page appears.

2. Edit the information. Refer to the descriptions in the table below for details on the
properties that can be edited through this function.
Note: If you are unsure of the purpose of afield while adding a collection, you can click
on the highlighted field name for a brief Help description of the field.

3. Click the Apply button. The Services page for the collection appears. The properties
have now been updated to reflect your changes.

The Edit Collection page has the following properties:

Property
Title

Summary

Description

Keywords

Logo

Description

Specifies adescriptivetitle for the collection. The title can contain spaces and other
punctuation marks. Y ou should assign a meaningful title to the collection. Thisisa
required field.

(Optional) Specifies a short description for the collection. The contents of thisfield
are displayed below the collection title. Use the Description field to provide amore
detailed description of the collection.

(Optional) Specifies adetailed description for the collection. The contents of this
field are displayed below the collection title and summary on the DocuShare
collection page. The Description field can contain HTML markup to customize the
collection's appearance. (See the Troubleshooting section for cautions about using
some HTML markup categories)

(Optional) Lets you associate one or more words with the collection. Keywords
help categorize the different collections and streamline searches.

(Optional) Contains a URL that pointsto a.GIF or .JPG image that is displayed at
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the top of the collection page. Y ou can specify any valid URL. If you want to use
an image that is already in DocuShare, you can supply the file handle (object 1D#)
for that image (for example, File-3072), and DocuShare automatically converts the
file handle into the correct URL for the image.

Background  (Optional) Contains a URL that pointsto a.GIF or .JPG image that is displayed as

Image the background of the collection page. Y ou can specify any valid URL. If you want
to use an image that is already in DocuShare, you can supply the file handle (object
ID#) for that image (for example, File-3073), and DocuShare automatically
converts the file handle into the correct URL for the image.

Sort Order Specifies the sort order for the contents of the collection by type and title, type and
date, date only, or title only. The default sort order is by type and title.

Show Search  Enables users to enter ssmple search queries directly from a collection page,
Tool without having to go to the DocuShare Search page. When Show Search Tool is set
to No, the search tool will not be displayed for that collection.

View Format Indicates how the collection contents should be displayed. The Detailed Listing
setting provides atraditional file folder list view. The Images setting provides a
thumbnail view of image files and alarge icon view of other content types.

Note: There may be additional editable properties displayed on this page that are not listed here.
They are specific to your DocuShare site. See your Site Administrator for details.

Deleting a Collection

Only the owner of acollection or auser with Manager access can delete a collection from
DocuShare. Y ou must be logged in to delete a collection from DocuShare.

Unlike the more familiar file-management model that requires you to select an item before you
delete it, DocuShare requires that you must open or be within a collection in order to deleteit.
This ensures that you view the contents of the collection prior to deletion.

If you choose to delete a collection that contains other objects, you will be given the choice to
delete the collection and all objects contained within the collection or to delete just the
collection. Deleting a collection without deleting its contents will orphan the contents of the
collection. Orphaned objects still exist within DocuShare but are not accessible to users. Only a
Site Administrator can recover orphaned objects.

Note: Your collection will not be deleted if it contains objects that you do not own or do not
have Manager access permission.

To delete a collection:
1. Open the collection that you want to delete.

2. Select Delete from the Edit... pull-down menu.
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3. If there are no objectsin the collection, the Confirm Deletion page appears. Select the
Delete button to del ete the collection.
If the collection contains other objects the Delete page appears. This page lists the
number of objectsin the collection that will be deleted. It also lists the number of objects
that will not be deleted because of insufficient access rights or because they appear in
other locations.

. To delete the collection and its contents, select the Delete Object and Contents
button.

Todeetejust the collection, select the Delete Just this Object button.

Note: If you change your mind about deleting this collection, use the Back button on
your browser to close the Delete or Confirm Deletion page.

4. The Delete Successful page appears. Click the Click hereto continue link.

The collection is now deleted. Y ou may need to Reload the page to see these changes.

Restoring a Deleted Collection

If you inadvertently delete a collection from the DocuShare repository, the Site Administrator
can easily restore it for you. All deleted content is sent to atrashcan accessible only to the Site
Administrator. If you mistakenly delete an object, you must contact the Site Administrator and
provide him/her with the required information. The Site Administrator is responsible for purging
the recycle bin on an as-needed basis. After purging, you will be unable to restore items del eted,
so be sure to notify the Site Administrator of deletion restorations as soon as possible.

Editing the Location of a Collection

The Edit L ocation command allows a user to move a DocuShare object from one location to
another or allows the object to appear in multiple locations within the DocuShare repository.
Y ou must have at least Writer access to the object to change its location.

The location of an object is displayed in the Appear s I n property, which is displayed at the end
of each Propertieslisting for an object. Using the Edit L ocation command allows you to edit
the Appears | n property.

Thisisahelpful command if you have created a collection (or any other DocuShare object) in
the wrong location and want to move it instead of deleting it and then re-creating it. It isalso
helpful if you would like the same object to appear in one or more additional locations. All
DocuShare objects can appear in multiple locations at once. However, there is actually only one
physical copy of the object in the DocuShare database; the system simply creates additional
pointers or references to the object.

A negative side effect of this command is that if used incorrectly, you can orphan the object.
Orphaned objects till exist within the DocuShare repository but are not accessible to users. Only
a Site Administrator can recover orphaned objects.
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To edit thelocation of a collection:

1. From an open collection, select Edit L ocation from the Edit... pull-down menu. The
Edit Collection L ocation page appears.

2. For the Appearsin field, ascrolling list is displayed that contains all DocuShare
collections to which you have at least Writer access. The collection’s current location is
highlighted.

» Tomove an object, select the collection where you wish to move this object. The
previous location will be desel ected.

» To have an object appear in multiple locations, press the CONTROL key while
selecting the additional locations.
Note: Usethe CONTROL key for MS Windows-based Operating Systems only.
Substitute the Command (or Apple key) key for the MacOS. UNIX-based systems
require no specia key for this multiple list item selection.

Note: Use caution when desel ecting locations. Desel ecting improperly can create
orphaned files. Be sure that at least one location is selected in the scrolling list before
selecting the Update L ocations button.

3. Click the Update L ocations button.

The Services page for that collection now appears and the new location(s) iS/are displayed in
AppearsIn. If you don't see this change reflected on the Services page, click Reload on your
browser to refresh the page display.
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5 DocuShare Files

Overview

Adding Files to DocuShare

— Using aWeb Browser

— Using the DocuShare File UpHelper Application

Viewing File Properties

Editing File Properties

Deleting aFile
Restoring aDeleted File

View Filesin HTML

Editing the Location of aFile

Managing Files Through Versioning and Locking

Working with Files

Overview

DocuShare allows you to store and manage documents in many popular file formats and access
those files viaa World Wide Web (WWW) connection.

DocuShare provides arepository on an internal network server that is accessed through aWeb
browser. Y ou can add files to this repository from your computer. Conversely, you can also
download copies of these files from the repository and open or save them to your computer. Y ou
can manage access to these files by other users by setting user access permissions. Y ou can also
delete files from the repository, manage multiple document revisions, and lock files for safe
collaborative authoring.

Because DocuShare provides this web-based repository, you can access, transfer and share files
between groups located within an internal network. All the users need to use the DocuShare file
repository is a properly configured Web browser and access to the internal network.

Files are downloaded from the DocuShare repository simply by clicking on the filename. If your
browser is properly configured to open afile of this application type, the file' s native application
will open and the file will be displayed. Y ou can then choose to save the file to your own
computer, print out a copy from the application, or just view the file and close it when finished.

Note: Downloading does not transfer the actual file to your computer, only a copy. The original
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copy of the file remains in the DocuShare repository until it is deleted.

The DocuShare server comes with default settings to accept a variety of popular application file

types, including:

DocuSharelcon Application File Extensions
] Microsoft Word .doc, .dot
8] Microsoft Excel Xls
Microsoft PowerPoint .ppt
5] Microsoft Access .mdb
&) Microsoft Project .mpp
& Adobe Acrobat (pdf) pdf
ey PostScript .ps
@ Visio vsd
= Compressed Files (zip) .Zip
Lﬁ’ Image File formats .0if, Jjpg, .pct
[5) Rich Text Format (rtf) 1tf
[ Executable files exe
[5] Text or HTML files ixt, .htm, .html

Note: This may not be acomplete list of application file types or extensions for your particular
DocuShare site. Contact your Site Administrator for a complete listing.

DocuShare only provides arepository for these file types. Because you are using a Web browser
to access the filesin this repository, it is the configuration of your Web browser that controls
how these files are handled. They can be opened within the browser or application window or
saved directly to your computer. For most of the proprietary application formats listed in the
previous table, your Web browser requires helper applications to view these files properly. In
most cases, these are the same applications that were originally used to create these files. Y our
browser must be configured to use these helper applications to view these files. Thisis essential

for successful use of DocuShare.

For example, your browser may be configured to open the application Microsoft Word whenever
you download afile that has the extension of “.doc”. Y our browser may also be configured to
automatically save any file that has the extension of “.exe” or “.zip”. To ensure that your browser
is properly configured for these applications, see the section Helper Applicationsin Chapter 1 for
more details.
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Windows Users have the option of utilizing the Windows Client and ODMA Client to view,
manage, and edit DocuShare files directly from Explorer or editor applications. See Chapter 11,
Using the DocuShare Windows Client and Chapter 12, DocuShare ODMA Client for more
information on these options.

Adding Files to DocuShare

Y ou can add afileto any collection in DocuShare to which you have at least Writer access
permissions. Y ou must also be logged in to DocuShare to add afile.

New or edited files are sent (or uploaded) to the DocuShare repository using three different
methods:

» Using afile upload enabled web browser (Netscape 2.0 or above, or M S|nternet
Explorer 4.0) Using afile upload enabled browser alows you to send onefile at atime to
the DocuShare repository through a standard DocuShare form.

» Usingaweb browser that isnot file upload enabled (MS Internet Explorer 2.0 and 3.0)
If you are using a browser that is not file upload enabled, you can use the DocuShare File
UpHel per application to upload files to the DocuShare repository. See DocuShare UpHelper
in Chapter 1 for installation instructions.

* Windowsuserscan “drag-and-drop” filesto add them to DocuShare. Using standard
Windows Explorer procedures, select and copy files to the DocuShare-mounted server within
Explorer. See Chapter 11, Using the DocuShare Windows Client for more information on
this option.

Use (or non-use) of the File UpHelper application is controlled by the “Use Helper for Upload”
user property. See “DocuShare Users’ in Chapter 2 for more details on this setting.

Adding a File to DocuShare using a Web Browser

To add (or upload) afile to the DocuShare repository using aweb browser, you must be using a
file upload enabled web browser (Netscape 2.0 or above) and your “Use Helper for Upload”
attribute in User Properties must be set to either When Necessary or Never. Y ou must be logged
in to DocuShare and have at least Writer access permissions to the collection.

To add afileto DocuShare using a Web Browser:

1. Inthe collection where you want to add the file, select Add File from the Add... pull-
down menu. The Add File page appears.

2. Click the Browse button. The Browse dialog appears.
Note: If the Browse button is not displayed on this page, your Web browser cannot
upload files. Y ou must use the DocuShare File UpHelper to upload files.
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3. Browsefor the file on your computer and select the file to add. Y ou may need to adjust
the files types drop down box to view your selected file type. Click Open or Accept. The
path to thefileis displayed in the File field.

4. Fill out thefields on the Add File page. Refer to the table below for descriptions of each

field.

Note: While adding thisfile, if you are unsure of the purpose of afield, you can click on
the highlighted field name for a brief Help description of the field.

5. Click Apply.

The Add File page has the following properties:

Property

Document

Title

Summary

Max
Versions

Description
Keywords
Restrict

Write

Author

Description

Specifies the path and name of the file you want to upload from alocal or
network drive to DocuShare. Thisisarequired field.

Specifiesthetitle for the new file. The title can contain spaces and other
punctuation marks. Y ou should assign a meaningful title to thefile. Thisisa
required field.

(Optional) Specifies ashort description for the file. The contents of thisfield are
displayed below thetitle of the file on the DocuShare collection page.

Specifies whether DocuShare provides version control for the file. Y ou can
specify the maximum number of versions of afile that are retained in DocuShare
asarecord of thefile's history. Enter 1 to turn off versioning (only keep one copy
of afileat atime). If you add more versions than this maximum value, the oldest
version is deleted.

(Optional) Specifies adetailed description of the file, such as an abstract. The
description may include a summary of the purpose and the audience of thefile.

(Optional) Lets you specify one or more words associated with the file. Keywords
help categorize the different files and streamline searches.

If you select Y es, specifies that the new fileis created with write access limited to
the owner, rather than being inherited from the collection.

Name of the document’ s author, which may be different from the owner
submitting thefile.

Note: There may be additional properties displayed on this page that are not listed here. They are
specific to your DocuShare site. See your Site Administrator for details.
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Adding Files to DocuShare Using the File UpHelper Application

To add (or upload) afileto the DocuShare repository when using a web browser that is not file
upload enabled (Microsoft Internet Explorer 2.0 or 3.0) you must have the DocuShare File
UpHelper application installed on your computer. See DocuShare UpHelper in Chapter 1 for
installation instructions. Users of upload-capable browsers can also use this application to upload
files, especidly if they wish to upload multiple files to the repository.

Your “Use Helper for Upload” attribute in User Properties must also be set to either When
Necessary or Always. Netscape users using the UpHel per application should set the attribute to
Always. You must be logged in to DocuShare and have at least Writer access permissionsto the
collection.

The UpHelper application for DocuShare supports drag-and-drop addition of files and directories
from your file management application. Y ou can drag a directory into the UpHel per window and
the directory structure will be maintained. This directory structure will also be recreated after
upload into DocuShare. The directory name will become the name of the new collection; the files
and/or subdirectories located within that directory will be uploaded into DocuShare and placed in
that new collection.

To add filesto DocuShare using the File UpHelper application:

1. Inthe collection where you are adding thefiles, click Add File. A DocuShare
I nformational M essage screen appears. When you click the Click heretoinitiate
helper application link, the DocuShare File Upload Helper dialog appears.

2. Usethe Browse option from the File menu or the yellow folder button on the toolbar to
navigate your file system and select one or more files to add. Y ou may need to adjust the
file types drop down box to view your selected file type. Click Open or Accept to select
thefile. The selected file displaysin the Upload Helper dialog window (see below). You
can repeat this process for any additional files you wish to upload.

Y ou can also select afile or directory from your file management application and drag
this over to the UpHel per window to add. The directory will appear as a sub-collection of
the current collection in the left dialog window and the contents of this directory will
appear in the right dialog window. Refer to the illustration below for an example.
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For each file selected, specify atitle and summary by clicking on the file name and
editing the Title and Summary fields. The application automatically supplies a default
title that is the file name without the extension. This title can be edited to a more
meaningful title like “Minutes for 8/09/97 meeting.”

From the File menu, click Upload All to add all selected files, or select an individual file
and click Upload to add just onefile at atime. The blue arrow button on the toolbar can
also be used to Upload All files.

A status screen appears which displays the progress of the uploading process.

When the upload process has completed, a final status window appears, giving you the
option to Stay or Exit. Stay will leave UpHelper running, enabling you to send more file
to the same Collection if you wish. The typical choice would be to Exit.

Return to the browser, where the DocuShar e I nfor mational M essage screen appears.
Click the Click heretorefresh your view of the collection link to view the updated
collection.

Note: After adding the file, you should check the access per missions for the file to make sure
they provide the desired level of access for other users and groups. See the section Viewing and
Editing DocuShare Object Permissions in Chapter 3 for more information on adjusting these

permissions.

Known problems adding filesto DocuShar e with the File UpHelper application:

1

If the upload process appears to complete successfully, but the file is not visible within
the DocuShare repository, check your proxy settings to be sure that you are not using a
proxy server to access DocuShare. See “Disabling Proxies’ in Chapter 1 for more
information on proxy settings. Restart your browser and repeat the upload procedure after
adjusting the proxy settings.
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2. If you are using the Netscape browser and it hangs during uploading, check to seeif the
fileis openinits associated application (for example, Word or PowerPoint). If thefileis
open, close it from the application, and then try uploading the file again.

Viewing File Properties

Y ou can view the properties of afile at any time. Y ou do not need to be logged in to view thefile
properties. However, you must be logged in to DocuShare to perform any editing functions that
can be accessed through the Services page.

To access afile's Services page, click on the Servicesicon to the right of filein the collection
listing. The Services page will appear, listing the file properties.

Propertiesinclude:
» Thetitle, summary, and description of the file

» For most document formats, an automatically-generated abstract of the file.

» Thefile'sidentifying object number (handle), the owner who created the file and the date
and time of creation and last modification

» Thelocation of this collection within the collection hierarchy of the DocuShare site
(Appearsin). All DocuShare objects may appear in one or more locations.

Note: There may be additional properties displayed on this page that are not listed here. They are
specific to your DocuShare site. See your Site Administrator for details.

All of these properties (except the object 1D, the creation/modification dates/times, and
collection location) can be edited or modified by the owner of the file or a user with Writer
access permissions through the Edit Properties function. To edit AppearsIn (collection
location), use the Edit L ocation function.

The Services page provides access to editing and versioning functions, using these selectionsin
the Edit... pull-down menu:

» Delete— Delete thisfile. Y ou must be the owner of the file or have Manager access
permissions to delete afile. See the section Deleting a File in this chapter for more
information.

* Permissions— View the access permissions for thisfile. If you are the owner or have
Manager access permissions, you can also edit the access permissions from here.

» Edit Properties— Edit the properties for thisfile. Y ou must be the owner of the file or
have at least Writer access permissions to edit file properties.

» Edit Location — Change (move) or add locations for thisfile. Y ou must be the owner of
thefile or have at least Writer access permissions to change file locations. See the section
Editing the Location of aFilein this chapter for more information.

50



DocuShare 2.2 Users Guide

* New Version — Add anew version of thisfile.

» History —View the version history of thisfile. For information on the last three functions
listed, see the section Managing Files Through Versioning and Locking in this chapter.

e Lock/Unlock —Lock or Unlock thisfile.

Editing File Properties

Many properties of afile can be edited or modified after initial creation. Y ou must be the owner
of the file or have Writer access permissions to edit a collection's properties. Y ou must also be
logged in to DocuShare.

To edit the properties of afile:
1. Click on the Servicesicon to the right of the collection listing. The Ser vices page
appears.

2. Select Edit Propertiesfrom the Edit... pull-down menu. The Edit File page appears.

3. Edit the information. Refer to the property descriptionsin the table below for details on
the properties that can be edited through this function.
Note: If you are unsure of the purpose of afield while editing the file properties, you can
click on the highlighted field name for a brief Help description of the field.

4. Click the Apply button. The Services page for the collection appears. The properties
have now been updated to reflect your changes.

Deleting a File

Only the owner of afile or auser with Manager access can delete afile from the DocuShare
repository. Y ou must be logged in to delete afile from DocuShare.

Note: Opening or saving afile on your local machine does not delete the file from the
DocuShare repository.

Toddeteafile

1. Click the Servicesicon for the file you want to delete. The Services page appears.

2. Select Delete from the Edit... pull-down menu. The Confirm Deletion page appears.
Note: If you change your mind about deleting thisfile, click Back in the browser to close
the Confirm Deletion page.

3. Click Deleteto confirm. The Delete Successful page appears.
4. Click the Click hereto continue link to return to the page you started from.

Thefileis now deleted. Y ou may need to Reload the page to see these changes.
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Restoring a Deleted File

If you inadvertently delete afile from the DocuShare repository, the Site Administrator can
easily restore it for you. All deleted content is sent to a trashcan accessible only to the Site
Administrator. If you mistakenly delete an object, you must contact the Site Administrator and
provide him/her with the necessary information. The Site Administrator is responsible for
purging the recycle bin on an as-needed basis. After purging, you will be unable to restore items
deleted, so be sure to notify the Site Administrator of deletion restorations as soon as possible.

View Files in HTML

The View option provides a conversion of filesinto HTML for immediate viewing without use
of a helper application. Supported file types include word processing files such as Microsoft
Word and image files such as TIFF. This conversion adds aView icon next to the Servicesicon
for al files added to the DocuShare repository that can be converted in this manner. When you
click on the View icon, the filein question is converted into HTML on the server and the
converted document is then sent to your browser. This feature provides quick viewing accessto
the contents of files and does not require configuration of a helper application.

For alist of file formats that are supported by this feature, please see Readme.txt or contact your
Site Administrator.

Toview afile

1. Click the View icon for the file you want to view. The file appears in your browser
window as an unformatted HTML file. Some file templates may provide frames and/or
tables to display the contents of thefile.

2. Toclosethe View display, use your browser's Back button.

Editing the Location of a File

The Edit L ocation command allows a user to move a DocuShare object from one location to
another or allows the object to appear in multiple locations within the DocuShare repository.

Y ou must have at least Writer access to the object to change its location. The location of an object
isdisplayed in the Appears I n property, which is displayed at the end of each Properties|listing
for an object. Using the Edit Location command allows you to edit the Appears I n property.

Thisisahelpful command if you have added afile (or any other DocuShare object) in the wrong
location and want to move it instead of deleting it and then re-creating it. It isaso helpful if you
would like the same file to appear in one or more additional locations. All DocuShare objects can
appear in multiple locations at once. However, there is actually only one physical copy of the
object in the DocuShare database; the system simply creates additional pointers or references to
the object.

A negative side effect of this command isthat if used incorrectly, you can orphan the object.
Orphaned objects still exist within the DocuShare repository but are not accessible to users. Only
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a Site Administrator can recover orphaned objects.
To edit the location of afile:

1. Click the Servicesicon for the file you want to delete. The Ser vices page appears.

2. Select Edit L ocation from the Edit pull-down menu. The Edit File L ocation page
appears.

3. Forthe Appearsin field, ascrolling list is displayed that contains all DocuShare
collections to which you have at least Writer access. Thefile's current location is
highlighted.

 Tomove afile, select the collection where you wish to move thisfile. The previous
location will be deselected.

* To have afile appear in multiple locations, press the CONTROL key while selecting
the additional locations.

Note: Usethe CONTROL key for MS Windows-based Operating Systems only.
Substitute the Command (or Apple key) key for the MacOS. UNIX-based systems
require no special key for this multiple list item selection.

Note: Use caution when desel ecting locations. Desel ecting improperly can create
orphaned files. Be sure that at least one location is selected in the scrolling list before
selecting the Update L ocations button.

4. Click the Update L ocations button.

The Services page for that file now appears and the new location(s) is/are displayed in Appears
In. If you don't see this change reflected on the Services page, click Reload on your browser to
refresh the page display.

Managing Files through Versioning and Locking

DocuShare supports the complete range of adocument's life cycle, including collaborative
authoring of a series of drafts, and final archival publication of a completed work. WWhen working
on an important document over time, such as a product's functiona requirements, you may want
to retain an ongoing record of all past versions of the file. When working as part of ateam, you
may need away to control who is currently working on a given file and thereby prevent the other
team members from making conflicting edits. In many other cases, you may simply want to store
and exchange individual copies of files without any of the traditional document management
overhead. By using DocuShare's versioning and locking features, you can manage each
individual file in the most appropriate way.

Version control maintains arecord of afile's history. For each past version, it retains a copy of
that version, the identity of the user who put that version into DocuShare and when it was done,
and an optional user-supplied comment about that version. The number of past versions that are
retained by DocuShare (i.e., the length of the file's history) is specified by the file's M ax
Versions property. Setting Max Versionsto N causes DocuShare to retain at most the last N
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versions. If N versions are currently stored, then adding a new version will cause the oldest
version to be deleted. Y ou can track and download a specific file version by viewing the file's
history. All previous versions of the file are available for download and edit. Y ou can change the
value of Max Versions at any time, but this action does not reconstruct prior versions.

When you set Max Versions equal to one, versioning is effectively turned off and the history is
empty.

If you are collaborating on afile with other users, you should lock the file in DocuShare when
you are working on it. Thisis a standard document management procedure that indicates to other
users that you are working on the file. Locking afile prevents other users from editing it at the
same time and adding a new version. When you lock afile, atiny padlock icon appears next to
thefile's Servicesicon. You can also unlock afile without creating a new version (discard any
changes made since the last version).

Y ou must be the owner of the file or have at least Writer level access to upload a new version of
afile. You must also be logged in to DocuShare.

To edit and add a new version of afileto DocuShare using a web browser:

1. From within the collection listing, click on the file's CheckOut icon (@). Thiswill lock
thefile, preventing other users from editing it, and open it in the appropriate editor.
Alternatively, you could click on the file's Servicesicon and from there, select L ock to
lock the file and click on the file’s Title to download the file to atemporary location on
your computer.

2. When you are finished editing the file, on the file' s Services page, select New Version
from the Edit... pull-down menu. The Upload New Version page appears.

3. Click Browse.

4. Browsefor and select the updated file, then click Open or Accept.
The path to the edited file appears in the File field. Y ou can also add commentsin the
Commentsfield.

5. Click Apply.
6. The New Version Successful page appears. Click the Click hereto continuelink.

The updated version of the file is now unlocked and in the DocuShare repository. Y ou can verify
that the updated version isin DocuShare by clicking on the file title to open it and check for your
edits.

Tounlock afilewithout adding a new version:

1. For thefile you want to unlock, select Unlock from the Edit... pull-down menu on the
Services page. The Unlock Successful page appears.

2. Click the Click hereto continuelink.



DocuShare 2.2 Users Guide

Toview theversion history of afile:

1. From the Services page, select History from the Edit... pull-down menu. A table with
al version numbers, the date and time each file was created, its owner, and any
associated comments are displayed.

2. Click on aversion number to download that version of thefile.

Working with Files

Two tipsto remember about files:

1. Likeall other DocuShare objects, files have an individual File Handle number,
identifying them as unique objects within the DocuShare repository. Because each fileis
aunigue object in the repository, even if you add afile that has the same name as another
file, it will be aunique object in the repository. For example, you could have threefilesin
your collection, all named “Test.” To DocuShare, they are all unique objects with
different handle numbers.

2. If you are the owner of afile, you could download afile from the repository with the
intention of updating the file to contain new information. Y ou would have the file open in
its helper application, perform the required updates and then select Save in your
application. But selecting Save will not save thisfile back to the DocuShare repository; it
will only save the file to your computer. To add this updated file to the repository, you
must upload the newly edited version of fileto therepository, using the proceduresin
Adding Files or Managing Files Through Versioning and Locking. Alternatively, you can
use the DocuShare Windows Client, which provides an on-line editing capability.
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6 DocuShare Calendars

Calendar Overview

- Month View
- Week View
Adding a Calendar

Viewing Calendar Properties

Editing Calendar Properties

Deleting a Calendar

Restoring a Deleted Calendar

Editing the Location of a Calendar

Adding a Calendar Event

Editing Calendar Event Properties

Deleting a Calendar Event

Editing the Location of a Calendar Event

Calendar Overview

DocuShare aso has the ability to create online calendar s. They are represented by a == jcon.
Y ou can use a DocuShare online calendar as a personal calendar or as a shared, group calendar.

Calendar entries are called Events. Each event is associated with a specific day, or with a
specific sequence of days, such as every Monday for six weeks. Aswith all DocuShare objects,
events have atitle, description, and the standard set of permission attributes. By default, an
event's permissions are inherited from the calendar, but they can be individually modified to
create various kinds of public and private events, for example.

Calendars have two view options. one month at atime or one week at atime. One editable
property of a calendar iswhich view to use as the default when the calendar isinitialy opened.

When first opened, a calendar will display either the current month or week, with the current day
highlighted.
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Month View

An example calendar in Month view is shown in the following example.
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In the Month view, a calendar displays al the days in a specified month, with the first three
events of each day displayed in an abbreviated manner. The toolbar includes a button that will
take you to a week view for that month. If it is the current month, the week view button will
display the current week. Otherwise, it will display the first week of the month. Use the
highlighted month names to navigate forward or backward in the calendar.

To add an event to or display details about a specific day, click on the day number link. An
Event page for the selected day appears, as shown in the following example.
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Existing events are listed in atable at the top of the page. Y ou can click on the Serviceslink to
display or edit the properties of an existing event. Below that table is aform to add new events

for that day. To return to the current calendar view, click the highlighted calendar name link at
the top of the Event page.
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The figure shows an example calendar in Week view. In the Week view, a calendar displays all
the days in a specific week, starting with Monday and ending with Sunday. Each day contains a
complete listing for all of the eventsin that day, including the events complete title and
description. To display or edit the properties of an existing event, click on its Servicesicon. To
add an event to a specific day, select the Add Event button for the desired day.

The toolbar includes a button that will take you to the month view containing the week currently
displayed. Use the Previous and Next buttons to move to the previous and next week,
respectively. Use the Today button to move to the current week. The current day will be
highlighted.

Adding a Calendar

Y ou can add a calendar to any collection in DocuShare to which you have at |east Writer access
permissions. However, you must be logged in to DocuShare to create a calendar.

To add acalendar:

1. Inthe collection where you want to add the calendar, select Calendar from the Add...
pull-down menu. The Add Calendar page appears.

2. Fill in the page. Refer to the property descriptionsin the table below for descriptions of
each field.
Note: If you are unsure of the purpose of afield while creating the calendar, you can
click on the highlighted field name for a brief Help description of the field.

3. Click the Apply button. The calendar is created in DocuShare and the Ser vices page for
the calendar appears.

The Add Calendar page has the following properties:
Property Description

Title Specifies adescriptivetitle for the calendar. Thetitle can contain spaces and other
punctuation marks. Y ou should assign a meaningful title to the calendar. The default
titteisNew. Thisisarequired field.

Summary (Optional) Specifies ashort description of the calendar. The contents of thisfield are
displayed below the calendar title on the corresponding DocuShare collection page.
Use the Description field to provide a more detailed description of the calendar.

Description ~ (Optional) Specifies a detailed description of the calendar. The contents of thisfield
are displayed below the calendar title and summary on the DocuShare page. The
Description field can contain HTML code to customize the calendar's appearance.

Keywords (Optional) Lets you specify one or more words associated with the file. Keywords
help categorize the different files and streamline searches.

Default View (Optional) Specifies the default calendar view: by Month or by Week. The user can
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toggle between Month and Week view from within an open calendar.

Note: There may be additional properties displayed on this page that are not listed here. They are
specific to your DocuShare site. See your Site Administrator for details.

Y ou can verify that the calendar was created by clicking the AppearsIn link to move you up
one level in the collection hierarchy. The calendar should now be listed with a === jcon. If you
don't see the calendar, click Reload on your browser to refresh the page display.

Note: After creating the calendar, you should adjust the access per missions for the calendar to
make sure they provide the desired level of access for other users and groups. See the section
Viewing and Editing DocuShare Object Permissions in Chapter 3 for more information on
adjusting these permissions.

Viewing Calendar Properties

Y ou can view the properties of a calendar at any time. Y ou do not need to be logged into view a
calendar's properties. However, you must be logged in to DocuShare to perform any editing
functions that can be accessed through the Calendar Services page.

To access acalendar's Services page, click on the Servicesicon to the right of the calendar in the
collection listing. If you are in an open calendar, select View Propertiesfrom the Edit... pull-
down menu.

Calendar propertiesinclude:

» All of the propertieslisted in the previous section

* The calendar'sidentifying object number (handle), the owner who created the calendar,
and the date and time of creation and last modification

» Thelocation of this calendar within the collection hierarchy of the DocuShare site
(Appears|In property). All DocuShare objects may appear in multiple locations.

All of these properties (except the object 1D, the creation/modification dates/times, and calendar
location) can be edited or modified by the owner of the calendar or a user with Writer access
permissions through the Edit Properties function.

Use the Edit L ocation function on main calendar toolbar to edit the Appears|n property
(calendar location).

The Ser vices page provides access to editing functions, using these selectionsin the Edit... pull-
down menu:

» Permissions— View the access permissions for this calendar.

If you are the owner or have Manager access permissions, you can also edit the access
permissions from here.
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» Edit Location — Change (move) or add locations for this calendar.
Y ou must be the owner of the calendar or have at least Writer access permissions to
change calendar locations. See the section Editing the L ocation of a Calendar in this
chapter for more information.

* Edit Properties— Edit the properties for this calendar.
Y ou must be the owner of the calendar or have at least Writer access permissions to edit
calendar properties.

Editing Calendar Properties

Y ou can edit the properties of a calendar at any time by selecting Edit Propertiesfrom the
calendar’s Edit pull-down menu. Y ou must be the owner of the calendar or have Writer access
permissions to edit a calendar's properties. Y ou must also be logged in to DocuShare.

To edit the properties of a calendar:
1. Click the Servicesicon for the calendar whose properties you want to edit. The Calendar
Ser vices page appears.

2. Select Edit Propertiesfrom the Edit... pull-down menu. The Edit Calendar page
appears.

3. Edit the calendar properties. Refer to the property descriptions from the table in the
previous section for information.
Note: If you are unsure of the purpose of afield while editing the calendar, you can click
on the highlighted field name for a brief Help description of the field.

4. Click Apply. The Services page for the calendar appears. The calendar properties are
updated to reflect your edits.

Note: There may be additional editable properties displayed on this page that are not listed here.
They are specific to your DocuShare site. See your Site Administrator for details.

Deleting a Calendar

Only the owner of a calendar or a user with Manager access for that calendar can delete a
calendar from DocuShare. Y ou must be logged in to DocuShare to delete a calendar.

To deletea calendar:

1. Open the calendar that you want to delete.
2. Select Delete from the Edit... pull-down menu.

3. If there are no objects in the calendar, the Confirm Deletion page appears. Select the
Delete button to delete the calendar.

If the calendar contains other objects the Delete page appears. This page lists the number
of event objectsin the calendar that will be deleted. It also lists the number of objects that
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will not be deleted because of insufficient access rights or because they appear in other

locations.
. To delete the calendar and its contents, select the Delete Object and Contents
button.

. To delete just the calendar, select the Delete Just this Object button.

Note: If you change your mind about deleting this calendar, use the Back button on your
browser to close the Delete or Confirm Deletion page.

4. The Delete Successful page appears. Click the Click hereto continue link.

The calendar is now deleted. Y ou may need to Reload the page to see these changes.

Restoring a Deleted Calendar

If you inadvertently delete a calendar from the DocuShare repository, the Site Administrator can
easily restoreit for you. All deleted content is sent to a trashcan accessible only to the Site
Administrator. If you mistakenly delete an object, you must contact the Site Administrator and
provide him/her with the necessary information. The Site Administrator is responsible for
purging the recycle bin on an as-needed basis. After purging, you will be unable to restore items
deleted, so be sure to notify the Site Administrator of deletion restorations as soon as possible.

Editing the Location of a Calendar

The Edit L ocation command allows a user to move a DocuShare object from one location to
another or allows the object to appear in multiple locations within the DocuShare repository.
You must have at least Writer access to the object to change its location.

The location of an object is displayed in the Appears I n property, which is displayed at the end
of each Propertieslisting for an object. Using the Edit Location command allows you to edit the
Appears|n property.

Thisisahelpful command if you have created a calendar (or any other DocuShare object) in the
wrong location and want to move it instead of deleting it and then re-creating it. It is also helpful
if you would like the same object to appear in one or more additional locations. All DocuShare
objects can appear in multiple locations at once. However, thereis actually only one physical
copy of the object in the DocuShare database; the system simply creates additional pointers or
references to the object.

A negative side effect of this command isthat if used incorrectly, you can orphan the object.
Orphaned objects still exist within the DocuShare repository but are not accessible to users. Only
a Site Administrator can recover orphaned objects.

To change the location of a calendar:

1. Click the Servicesicon for the calendar whose location you want to change. The
Calendar Services page appears.
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2. Select Edit Location from the Edit pull-down menu. The Edit Calendar L ocation page
appears.

3. Forthe Appearsin field, ascrolling list is displayed that contains all DocuShare
collections to which you have at least Writer access. The calendar's current location is
highlighted.

» To move an object, select the collection where you wish to move this object. The
previous location will be desel ected.

» To have an object appear in multiple locations, press the CONTROL key while
selecting the additional locations.
Note: Usethe CONTROL key for MS Windows-based Operating Systems only.
Substitute the Command (or Apple key) key for the MacOS. UNIX-based systems
require no specia key for this multiple list item selection.

Note: Use caution when desel ecting locations. Desel ecting improperly can create
orphaned files. Be sure that at least one location is selected in the scrolling list before
selecting the Update L ocations button.

4. Click the Update L ocations button.

The Services page for that calendar now appears and the new location(s) iS/are displayed in
Appears |n property. If you don't see this change reflected on the Services page, click Reload
on your browser to refresh the page display.

Adding a Calendar Event

Y ou can add a calendar event to any calendar in DocuShare to which you have Writer access
permission. Y ou must be logged in to DocuShare create a calendar event.

Y ou can also repeat DocuShare calendar events over a series of days/weeks/months. For
example, if you have a meeting every two weeks, you can simply specify the meeting as
repeating every two weeks, without having to enter each occurrence of the meeting.

To add a calendar event:

1. Open the calendar where you want to add an event. If the calendar isin month view, click
the date for the event. If the calendar isin week view, select Add Event for the date you
want. The Add Event page appears.

2. Specify the event information. Refer to the table below for descriptions of each field.
Note: If you are unsure of the purpose of afield while creating the calendar event, you
can click on the highlighted field name for a brief Help description of the field.

3. Click the Apply button.
The Add Event page has the following properties:

Property Description
Title Specifies adescriptivetitle for the calendar event (for example, "Meet with Joe").
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Thetitle can contain spaces and other punctuation marks. Y ou should assign a
meaningful title to the calendar event. The default title is New. Only the first fifteen
characters of thetitle are displayed on the calendar's month view. Thisisarequired
field.

Description  (Optional) Specifies a detailed description of the calendar event (e.g., “Meetingin
conference room 218; bring bagels and juice!”).

Date Specifies the year, month, and day for the event.

Time Specifies the start and end time for the event, in quarter-hour increments. Radio
buttons allow selection of am. or p.m. For events that will occur for an entire day,
select No Time.

Repeat Specifies whether the event repeats. daily, weekly, every two weeks, monthly, or by

date. Also specifies the number of times that the event repeats.

Note: There may be additional properties displayed on this page that are not listed here. They are
specific to your DocuShare site. See your Site Administrator for details.

The event is created in the DocuShare calendar and the Ser vices page for the event appears.

Y ou can verify that the event was created by clicking the Appears|n link to move you to the
default calendar view. If you don't see the collection, click Reload on your browser to refresh the

page display.

Note: After creating the event, you should view the access per missions for the event to make
sure they provide the desired level of access for other users and groups. See the section Viewing
and Editing DocuShare Object Permissions in Chapter 3 for more information on adjusting these
permissions.

Editing Calendar Event Properties

Y ou can edit the properties of a calendar event at any time by selecting Edit Propertiesfrom the
Edit pull-down menu on the calendar event's Services page. For repeating events, you can
specify to edit all of the eventsin the series, or just the selected event.

Y ou must be the owner of the calendar event or have at least Writer access permissions to edit
event properties. Y ou must also be logged in to DocuShare.

To edit the properties of a calendar event:

1. Open the calendar with the event you want to edit.
2. Click the date for the event. The Add Event page appears.

3. Intheevent list table, click the Servicesicon for the event whose properties you want to
edit. The Services page appears.

4. Select Edit Propertiesfrom the Edit... pull-down menu. The Edit Event page appears.
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5. Edit the information. Refer to the property descriptions in the previous section for
information.
Note: If you are unsure of the purpose of afield while editing the calendar event, you can
click on the highlighted field name for a brief Help description of the field.

6. Click the Apply button. The Services page for the event appears. The event properties
have now been updated to reflect your changes.

Note: There may be additional properties displayed on this page that are not listed here. They are
specific to your DocuShare site. See your Site Administrator for details.

Deleting a Calendar Event

Only the owner of acalendar event or a user with Manager permission for the event can delete it
from DocuShare. For repeating events, you can specify to delete al of the eventsin the series, or
just the selected event. Y ou must be logged in to DocuShare to del ete events.

To delete a calendar event:

1. Go to the day on which the event occurs. For example, in Month view, click on the
relevant day.

2. Click the Servicesicon for the calendar event you want to delete. The Services page
appears.

3. Select Delete from the Edit... pull-down menu.

4. If thisisthe only instance of this event, the Confirm Deletion page appears. Select the
Delete button to delete the event.
If thisis arepeating event, the Delete page appears. This page lists the number of events
that will be deleted.

» Todeeteall repeating events, select Delete All Eventsin This Series button.

» Todeetejust this event select the Delete Just This Event button.

Note: If you change your mind about deleting this collection, use the Back button on
your browser to close the Delete or Confirm Deletion page.

5. The Delete Successful page appears. Click the Click hereto continue link.
The event is now deleted. Y ou may need to Reload the page to see these changes.

Note: If you delete an entire series, or a non-repeating event, it can easily be restored by the Site
Administrator. However, if you delete asingle event out of arepeating series, it is permanently
deleted and cannot be restored.
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Editing the Location of a Calendar Event

Just asin other DocuShare objects, the Edit L ocation command allows a user to move a
DocuShare event from one calendar to another or alows the event to appear in multiple
calendars within the DocuShare repository. Thereis only one physical copy of the event in the
DocuShare database; the system simply creates additional pointers or referencesto it.

Y ou must have at least Writer access to the object to change its location. Y ou must also be
logged in to DocuShare.

The location of an object is displayed in the Appears I n property, which is displayed at the end
of each Propertieslisting for an object. Using the Edit Location command allows you to edit the
Appears|n property.

Editing the location of a calendar event enables creating group or shared calendars. Y ou can
create an event in your own calendar and then edit its location to appear in your calendar and
your workgroup's shared calendar.

A negative side effect of this command is that if used incorrectly, you can orphan the event.
Orphaned objects till exist within the DocuShare repository but are not accessible to users. Only
a Site Administrator can recover orphaned objects.

To change thelocation of a calendar event:

1. Go to the day on which the event occurs. For example, in month view, click on the
relevant day.

2. Click the Servicesicon for the calendar event whose location you want to change. The
Ser vices page appears.

3. Select Edit Location from the Edit... pull-down menu. The Edit Event L ocation page
appears.

4. Forthe Appearsin field, ascrolling list is displayed that contains all DocuShare
calendars to which you have at |east Writer access. The calendar's current location is
highlighted.

» Tomove an event, select the calendar where you wish to move this event. The
previous location will be deselected.

* To have an event appear in multiple calendars, press the CONTROL key while
selecting the additional calendar(s).
Note: Usethe CONTROL key for MS Windows-based Operating Systems only.
Substitute the Command (or Apple key) key for the MacOS. UNIX-based systems
require no specia key for this multiple list item selection.

Note: Use caution when desel ecting locations. Desel ecting improperly can create
orphaned events. Be sure that at least one location is selected in the scrolling list before
selecting the Update L ocations button.
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5. Click the Update L ocations button.

The Services page for that calendar event now appears and the new location(s) is/are displayed in
AppearsIn. If you don't see this change reflected on the Services page, click Reload on your
browser to refresh the page display.
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7 DocuShare Subscriptions

Subscription Overview

Subscription Events of Interest

Adding a Subscription

Viewing Subscription Properties

Editing Subscription Properties

Editing Recipients of a Subscription

Deleting a Subscription

Restoring a Deleted Subscription

Subscription Overview

DocuShare allows users to subscribe to DocuShare content and be notified by email when
changes occur. As with al DocuShare objects, subscriptions have atitle, description, and the
standard set of permission attributes. Unlike the other DocuShare objects, however, subscriptions
do not appear in collections or other container objects. Subscriptions to DocuShare objects can
be created and managed through those objects Edit menu.

Subscriptions provide a variety of options to specify which events are of interest, who should be
notified when those events occur, and when email notifications will be sent. The subscription
Events of Interest property lists which modifications (e.g., Any Change, Something Del eted)
will be reported to the subscription recipients. The subscription Period property indicates when
the notifications will be sent, and may be on an Immediate, Daily, or Weekly basis. All daily and
weekly notices scheduled to be received by each recipient are combined into a single summary
report. The recipients of a subscription may be changed on an as-needed basi s through the Edit
Recipients option on the subscription’s Edit menu.

When a subscription is made to a container object, such as a collection, it applies to the
collection and everything within that collection. When a subscription is made to individual, non-
container objects, such as afile, it applies only to that individual object.

Subscription Events of Interest

Each subscription lists the specific set of change events that are of interest to the recipients.
Subscriptions can be made for al changes, alimited set of changes, or just one type of change.

The set of possible event types are:
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Event
Any change

Something added
A new version
Something deleted

Properties edited
Permissions edited

Changein ownership

Location edited

File locked or
checked out

File unlocked
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Description

The Any Change event type covers al possible changes and subsumes
all other events types.

A new object has been added. This event type applies to container objects
only, such as collections.

A new version has been added to afile. This event type appliesto
collection and file objects.

An object within the scope of the subscription, such as a collection’s
contents or the subscribed-to object itself, was del eted.

The properties of an object, such asitstitle or description, were edited.

The permissions of an object, including who has read, write or manager
permission, were edited.

The owner of an object was changed.

An object was moved. This event type will include moving something
out of or into the scope of the subscription, such as moving afileinto a
subscribed-to collection or out of a subscribed-to collection.

A file has been locked for editing. A file may be locked explicitly viathe
L ock option on its Services page, or as a side-effect of having been
checked out.

A file has been unlocked. This event applies only to files that have been
explicitly UnLocked without addition of a new version.

Adding a Subscription

Any user with Read access to an object may create a subscription to that object. If the objectisa
container, such as a collection, the subscription includes changes to the collection and its

contents.

To add a subscription:

1. Goto the collection or object to be modified. From the Edit... pull-down menu, click on
Subscriptions. The Add Subscription page appears.

2. Fill inthe page. Refer to the property descriptionsin the table below for descriptions of

each field.

Note: If you are unsure of the purpose of afield while creating the subscription, you can
click on the highlighted field name for a brief Help description of the field.

Note: To select more than one parameter, press the CONTROL key while clicking on
the additional parameters.

3. Click Apply.
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4. Thesubscription is created in DocuShare and the Subscription Services page appears.

The Add Subscription page has the following properties:

Property Description

Events of Interest The DocuShare events about which you would like to be notified. Thisisa
required field.

Period The period property specifies when you would like to be notified about the

events of interest. The value Immediate indicates that you want to receive
notification immediately after the event occurs. The value Daily indicates
that you want the event to be included in adaily summary report. The value
Weekly indicates that you want the event to be included in a weekly
summary report.

Include Recipient’s A subscription will notify its recipients of al events of interest. The value No

Activity indicates that a recipient should not be notified of her/his own activity.
Setting this property to No avoids receiving email about edits that you made
yourself.

Viewing Subscription Properties

To view the properties of a subscription, you must access the Services page by clicking on the
View Propertiesoption in the Edit... pull-down menu, or by clicking on the Servicesicon to the
right of the link. Subscription properties include:

» All of the properties listed in the previous section (see Adding a Subscription)

*  Thesubscription’ stitle, summary, description, keywords, handle, owner, create and
modified dates, who modified the subscription, the publisher, and the recipients of the
subscription.

Editing Subscription Properties

Y ou can edit the properties of a subscription by selecting Edit Subscription from the Edit...
pull-down menu, or by clicking on the Servicesicon. The Edit Subscription page contains the
following properties:

Property Description
Title Thisfield should contain the title of the object being submitted to the DocuShare

repository. The title should be short but descriptive and may contain spaces and other
punctuation marks. Thisisarequired field.

Summary (Optional) Thisfield should contain a short description of the object being submitted
to the DocuShare repository. The contents of this field will be displayed beneath the
object's title when printing the contents of a Collection in which this object appears.
The Description field may be used to provide a more detailed description of the
object.
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Keywords

Externa
Recipients

Events

Period

Include
Recipient’s
Activity
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(Optional) Thisfield should contain a detailed description of the object. For
Collections and other container-type objects, the contents of this field will be
displayed at the top of the page, just below the title and/or image associated with the
object. If desired, thisfield may contain HTML markup that will be inserted into the
page without modification.

Thisfield should contain any Keywords associated with this object. Keywords help
to categorize documents and allow for more accurate searching. Simply typein a
series of wordsin the field.

A list of email addresses for recipients who are not registered users on this
DocuShare server. External recipients will always be sent immediate email in plain-
text format. Daily or weekly summary reports are not available for externa
recipients.

The DocuShare events about which you would like to be notified. To select more
than one event, press the CONTROL key while selecting the additional events. This
isarequired field.

Note: Usethe CONTROL key for MS Windows-based Operating Systems only.
Substitute the Command (or Apple key) key for the MacOS. Unix-based systems
require no specia key for this multiple list item selection.

The period property specifies when you would like to be notified about the events of
interest. The value Immediate indicates that you want to receive notification
immediately after the event occurs. The value Daily indicates that you want the event
to be included in adaily summary report. The value Weekly indicates that you want
the event to be included in aweekly summary report.

A subscription will notify its recipients of al events of interest. The value No
indicates that a recipient should not be notified of her/his own activity. Setting this
property to No avoids receiving email about edits that you made yourself.

To edit properties of a subscription:

1. IntheEdit... pull-down menu, select Edit Properties.
Note: If you are not automatically taken to the Edit Properties page, click the Go button.

2. Edit the subscription properties. Refer to the property descriptions from the above table
for information.
Note: If you are unsure of the purpose of afield while editing subscription properties,
you can click on the field name for a brief Help description of that field.

3. Click the Apply button. The Services page appears for that subscription, and the
properties are updated to reflect your changes.

Editing Recipients of a Subscription
DocuShare allows managers of a subscription to add and remove users or groups from a
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subscription.
To add or remove usersfrom a subscription:

1. Click on Edit Recipientsfrom the Edit... pull-down menu.
» Toadd arecipient to the subscriber list, highlight or type the user’s namein the Add
Recipients box.

* Toremove arecipient from the subscriber list, highlight or type the user’s name in the
Remove Recipients box.

* Enter acomma-separated list of email addresses to include recipients who are not
registered users.

2. Click Apply. The Subscription Services page appears, and your changes will be
reflected.

Deleting a Subscription

To delete a subscription:
1. Open the subscription that you want to delete.

2. Select Delete from the Edit... pull-down menu.

3. The Confirm Deletion page appears. Click on the Delete button to delete the
subscription.

Note: If you decide that you do not want to delete the subscription, click the Back button on
your browser to close the Delete or Confirm Deletion page.

4. The Déelete Successful page appears. Click the Click hereto continue link to continue
working in DocuShare.

Restoring a Deleted Subscription

If you inadvertently delete an object from the DocuShare repository, the Site Administrator can
easily restore it for you. All deleted content is sent to a trashcan accessible only to the Site
Administrator. If you mistakenly delete an object, you must contact the Site Administrator and
provide him/her with the necessary information. The Site Administrator is responsible for
purging the recycle bin on an as-needed basis. After purging, you will be unable to restore items
deleted up to that point, so be sure to notify the Site Administrator of deletion restorationsin a
timely manner.
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8 DocuShare URLs

Adding aURL
Viewing URL Properties

Editing URL Properties

Deleting a URL

Restoring a Deleted URL

Editing the Location of a URL

Y ou can also save URL (Uniform Resource Locator) links in DocuShare. They are represented
by a@ icon. You can think of a DocuShare URL as a shared bookmark.

Adding a URL

URLSs can be added to any collection in DocuShare to which you have Writer access. Y ou must
be logged in to DocuShare to add a URL.

Toadd aURL:

1. Inthe collection where you want to add the URL, click the Add URL selection in the
Add... pull-down menu. The Add URL page appears.

2. Fill inthe URL information: title, summary, and URL. Refer to the property descriptions
in the table below for descriptions of each field.

3. When you are finished, click the Apply button. The URL is created in DocuShare and
the Ser vices page appears.

The Add URL page has the following properties:

Property
Title

Summary

URL

Description

Specifies adescriptive title for the URL being submitted to the DocuShare repository.
Thetitle can contain spaces and other punctuation marks. Y ou should assign a
meaningful titleto the URL. The default titleis New. Thisisarequired field.

(Optional) Specifies abrief description of the URL being submitted to the DocuShare
repository. The contents of this field appear below the URL title when you display
the contents of the DocuShare collection that contains the URL.

Specifies the URL of the Web document you wish to reference (e.g.,
http://www.xerox.com).

Must be the fully qualified URL (i.e., including the “http://” portion of the reference).
The URL can befor any valid internet protocol in additionto HTTP, such as FTP,
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Gopher, mailto, news, TELNET, WAIS, or file. Thisisarequired field.

An easy method to record the correct URL for a Web site or Document isto first goto
that location in your browser. Y ou can then copy the URL from your browser and
paste it into the DocuShare URL field.

Note: There may be additional properties displayed on this page that are not listed here. They are
specific to your DocuShare site. See your Site Administrator for details.

Y ou can verify that the URL was created by clicking the Appears|n link to move you up one
level in the collection hierarchy. The URL should now be listed with a === jcon. If you don't see
the URL, click Reload on your browser to refresh the page display.

Note: After creating the URL, you should adjust the access per missions for the URL to make
sure they provide the desired level of access for other users and groups. See the section Viewing
and Editing DocuShare Object Permissions in Chapter 3 for more information on adjusting these
permissions.

Viewing URL Properties

Y ou can view the properties of a URL at any time. Y ou do not need to belogged in to view a
URL's properties. However, you must be logged in to DocuShare to perform any editing
functions that can be accessed through the View URL Services page.

To access aURL’s Services page, click on the Servicesicon to the right of the URL in the
collection listing.

Properties for a URL include:
» All of the properties listed in the previous section (see table above).

* The URL’sidentifying object number (handle), the owner who created the URL and the
date and time of creation and last modification.

» Thelocation of this URL within the collection hierarchy of the DocuShare site (Appears
In property). All DocuShare objects may appear in multiple locations.

All of these properties (except the object ID, the creation/modification dates/times and URL
location) can be edited or modified by the owner of the URL or a user with Writer access
permissions through the Edit Properties function. Use the Edit L ocation function to edit the
Appears|In property (URL location).

The Services page provides access to editing functions, using these selectionsin the Edit... pull-
down menu:

» Delete— DeletethisURL. You must be the owner of the URL or have Manager access
permissions to delete a URL . See the section Deleting a URL in this chapter for more
information.
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* Permissions— View the access permissions for this URL.
If you are the owner or have Manager access permissions, you can also edit the access
permissions from here.

» Edit Location — Change (move) or add locations for this URL.
Y ou must be the owner of the URL or have at least Writer access permissions to change
URL locations. See the section Editing the L ocation of a URL in this chapter for more
information.

» Edit Properties- Edit the properties for this URL.
Y ou must be the owner of the URL or have Writer access permissionsto edit URL
properties.

Editing URL Properties

Y ou can edit the properties of a URL at any time by selecting Edit Properties from the Edit...
pull-down menu on the URL Services page. Y ou must be the owner of the URL or have at |east
Writer access permissionsto edit a URL’s properties. Y ou must also be logged in to DocuShare.

To edit the propertiesof a URL:
1. Click the Servicesicon for the URL whose properties you want to edit. The URL
Ser vices page appears.
2. Select Edit Propertiesfrom the Edit... pull-down menu. The Edit URL page appears.

3. Edit the URL properties. Refer to the property descriptions in the previous section for
information.
Note: While editing the URL properties, if you are unsure of the purpose of afield, you
can click on the highlighted field name for a brief Help description of the field.

4. Click Apply. The Services page for the URL appears. The URL properties are updated to
reflect your edits.

Note: There may be additional, editable properties displayed on this page that are not listed here.
They are specific to your DocuShare site. See your Site Administrator for details.

Deleting a URL

Only the owner of a URL (the user who added it to DocuShare) or a user with Manager access
for that URL can delete a URL from DocuShare. Y ou must be logged in to DocuShare to delete a
URL.

Todeletea URL:
1. Click the Servicesicon for the URL you are deleting. The URL Services page appears.

2. Select Delete from the Edit... pull-down menu. The Confirm Deletion page appears.
Note: If you change your mind, click Back on the browser to close the Confirm Deletion

page.
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3. Click the Delete button. The Delete Successful page appears.
4. Click the Click hereto continuelink.

The URL is now deleted. Y ou may need to Reload the page to see these changes.

Restoring a Deleted URL

If you inadvertently delete a URL from the DocuShare repository, the Site Administrator can
easily restore it for you. All deleted content is sent to a trashcan accessible only to the Site
Administrator. If you mistakenly delete a URL, you must contact the Site Administrator and
provide him/her with the necessary information. The Site Administrator is responsible for
purging the trashcan on an as-needed basis. After purging, you will be unable to restore items
deleted, so be sure to notify the Site Administrator of deletion restorations as soon as possible.

Editing the Location of a URL

The Edit L ocation command allows a user to move a DocuShare object from one location to
another or allows the object to appear in multiple locations within the DocuShare repository.
Y ou must have at least Writer access to the object to change its location.

The location of an object is displayed in the Appear s I n property, which is displayed at the end
of each Propertieslisting for an object. Using the Edit Location command allows you to edit the
Appears|n property.

Thisisahelpful command if you have created a URL (or any other DocuShare object) in the
wrong location and want to move it instead of deleting it and then re-creating it. It is also helpful
if you would like the same object to appear in one or more additional locations. All DocuShare
objects can appear in multiple locations at once. However, there is actually only one physical
copy of the object in the DocuShare database; the system simply creates additional pointers or
references to the object.

A negative side effect of this command is that if used incorrectly, you can orphan the object.
Orphaned objects till exist within the DocuShare repository but are not accessible to users. Only
a Site Administrator can recover orphaned objects.

To changethelocation of a URL :

1. Click the Servicesicon for the URL whose location you want to change. The URL
Ser vices page appears.

2. Select Edit L ocation from the Edit... pull-down menu. The Edit URL L ocation page
appears.

3. Forthe Appearsin field, ascrolling list is displayed that contains all DocuShare
collections to which you have at least Writer access. The URL’s current location is
highlighted.

» To move an object, select the collection where you wish to move this object. The
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previous location will be deselected.

» To have an object appear in multiple locations, press the CONTROL key while
selecting the additional locations.
Note: Usethe CONTROL key for MS Windows-based Operating Systems only.
Substitute the Command (or Apple key) key for the MacOS. Unix-based systems
require no specia key for this multiple list item selection.

Note: Use caution when desel ecting locations. Desel ecting improperly can create
orphaned files. Be sure that at least one location is selected in the scrolling list before
selecting the Update L ocations button.

4. Click the Update L ocations button.
The URL Services page now appears and the new location(s) is/are displayed in Appears|in. If

you do not see this change reflected on the Services page, click Reload on your browser to
refresh the page display.

77



DocuShare 2.2 Users Guide

9 DocuShare Bulletin Boards

Overview

Adding a Bulletin Board

Viewing Bulletin Board Properties

Editing Bulletin Board Properties

Deleting aBulletin Board

Restoring a Deleted Bulletin Board

Editing the Location of a Bulletin Board

Adding a Bulletin

Editing Bulletin Properties

Viewing and Deleting Expired Bulletins

Editing the Location of aBulletin

Overview

i
DocuShare can also create online Bulletin Boards. They are represented by a *- 5 icon.
Y ou can think of a DocuShare bulletin board as a place where users can post notices or messages
or maintain arunning exchange of ideas. An example bulletin board is shown below.

Users can add new bulletins to the bulletin board. These bulletins appear in reverse
chronological order. Although bulletins have titles, DocuShare does not support threaded
discussions within a bulletin board. Setting an expiration period for the bulletins ranging from
one hour to two months to never can age a bulletin board. A bulletin board is considered a
container object because they hold bulletin objects.

Adding a Bulletin Board

Y ou can add a Bulletin Board to any collection in DocuShare to which you have at least Writer
access permissions. However, you must be logged in to DocuShare to create a bulletin board.

To add a Bulletin Board:

1. Inthe collection where you want to add the bulletin board, select Add Bulletin Board
from the Add... pull-down menu. The Add Bulletin Boar d page appears.
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2. Fill in the page. Refer to the property descriptionsin the table below for descriptions of
each field.

3. Click the Apply button.
The Add Bulletin Boar d page has the following properties:

Property  Description

Title Specifies adescriptive title for the bulletin board. The title can contain spaces
and other punctuation marks. Y ou should assign a meaningful title to the bulletin
board. The default titleis New. Thisisarequired field.

Summary  (Optional) Specifies a brief description of the bulletin board. The contents of this
field are displayed below the bulletin board title on the associated DocuShare
collection page. Y ou can use the Description field to provide a more detailed
description of the bulletin board.

Description (Optional) Specifies a detailed description of the bulletin board. The contents of
thisfield are displayed below the bulletin board title and/or image on the
DocuShare page. Thisfield can contain HTML code to customize the bulletin
board's appearance.

Expires Specifies when bulletin board entries are automatically archived. The default is
Never. Archived items are no longer displayed on the main bulletin board.

Note: There may be additional properties displayed on this page that are not listed here. They are
specific to your DocuShare site. See your Site Administrator for details.

The bulletin board is created in DocuShare and the Ser vices page for the bulletin board appears.
Y ou can verify that the bulletin board was created by clicking the AppearsIn link to move you
up one level in the collection hierarchy. The bulletin board should now be listed with a === jcon.
If you don't see the bulletin board, click Reload on your browser to refresh the page display.

Note: After creating the bulletin board, you should adjust the access per missions for the bulletin
board to make sure they provide the desired level of access for other users and groups. See the
section Viewing and Editing DocuShare Object Permission in Chapter 3 for more information on
adjusting these permissions.

Viewing Bulletin Board Properties

Y ou can view the properties of a bulletin board at any time. Y ou do not need to be logged in to
view a bulletin board's properties. However, you must be logged in to DocuShare to perform any
editing functions that can be accessed through the Bulletin Board Services page.

To access abulletin board's Ser vices page, click on the Servicesicon to the right of the bulletin
board in the collection listing. If you are in an open bulletin board, select View Propertiesfrom
the Edit... pull-down menu.

Bulletin board propertiesinclude:
» All of the propertieslisted in the previous section.

» Thebulletin board's identifying object number (handle), the owner who created the bulletin
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board and the date and time of creation and last modification.

» Thelocation of this bulletin board within the collection hierarchy of the DocuShare site
(Appears|In property). All DocuShare objects may appear in multiple locations.

All of these properties (except the object ID, the creation/modification dates/times, and bulletin
board location) can be edited or modified by the owner of the bulletin board or a user with Writer
access permissions through the Edit Properties function. Use the Edit L ocation function on
main bulletin board Edit... pull-down menu to edit the Appears I n property (bulletin board
location).

The Bulletin Board Services page provides access to editing functions, using these selectionsin
the pull-down menu:

* Permissions— View the access permissions for this bulletin board.
If you are the owner or have Manager access permissions, you can also edit the access
permissions from here.

» Edit Location — Change (move) or add locations for this bulletin board.
Y ou must be the owner of the bulletin board or have at least Writer access permissions to
change bulletin board locations. See the section Editing the L ocation of a Bulletin Board in
this chapter for more information.

» Edit Properties— Edit the properties for this bulletin board.
Y ou must be the owner of the bulletin board or have at least Writer access permissions to
edit bulletin board properties.

Editing Bulletin Board Properties

Y ou can edit the properties of abulletin board at any time by selecting Edit Propertiesfrom the
Edit... pull-down menu. Y ou must be the owner of the bulletin board or have Writer access
permissions to edit a bulletin board's properties. Y ou must also be logged in to DocuShare.

To edit the properties of a Bulletin Board:

1. Click the Servicesicon for the bulletin board whose properties you want to edit. The
Bulletin Board Services page appears.

2. Select Edit Propertiesfrom the Edit pull-down menu. The Edit Bulletin Board page
appears.

3. Edit the bulletin board properties. Refer to the property descriptions from the table in the
previous section for information.
Note: If you are unsure of the purpose of afield while editing the bulletin board
properties, you can click on the highlighted field name for a brief Help description of the
field.

4. Click Apply. The Bulletin Board Services page for the bulletin board appears. The
bulletin board properties are updated to reflect your edits.
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Note: There may be additional, editable properties displayed on this page that are not listed here.
They are specific to your DocuShare site. See your Site Administrator for details.

Deleting a Bulletin Board

Only the owner of a bulletin board (the user who added it to DocuShare) or a user with Manager
access for that bulletin board can del ete a bulletin board from DocuShare. Y ou must be logged in
to DocuShare to delete a bulletin board.

To deleteabulletin board:

1. Open the bulletin board that you want to delete.
2. Select Delete from the Edit pull-down menu.

3. If there are no objects in the bulletin board, the Confirm Deletion page appears. Select
the Delete button to delete the bulletin board.
If the bulletin board contains other objects, the Delete page appears. This page lists the
number of bulletin objects in the bulletin board that will be deleted. It also lists the
number of objects that will not be deleted because of insufficient access rights, or
because they appear in other locations.

* To delete the bulletin board and its contents, select the Delete Object and Contents
button.

* Todeletejust the bulletin board, select the Delete Just this Object button.
Note: If you change your mind about deleting this bulletin board, use the Back button on

your browser to close the Delete or Confirm Deletion page.
4. The Delete Successful page appears. Click the Click hereto continue link.

The bulletin board is now deleted. Y ou may need to Reload the page to see these changes.

Restoring a Deleted Bulletin Board

If you inadvertently delete a bulletin board from the DocuShare repository, the Site
Administrator can easily restore it for you. All deleted content is sent to a trashcan accessible
only to the Site Administrator. If you mistakenly delete a Bulletin Board, you must contact the
Site Administrator and provide him/her with the necessary information. The Site Administrator
isresponsible for purging the trashcan on an as-needed basis. After purging, you will be unable
to restore items del eted, so be sure to notify the Site Administrator of deletion restorations as
soon as possible.

Editing the Location of a Bulletin Board

The Edit L ocation command allows a user to move a DocuShare object from one location to
another or allows the object to appear in multiple locations within the DocuShare repository.
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Y ou must have at least Writer access to the object to change its location.

The location of an object is displayed in the Appear s I n property, which is displayed at the end
of each Propertieslisting for an object. Using the Edit Location command allows you to edit the
Appears|n property.

Thisisahelpful command if you have created a Bulletin Board (or any other DocuShare object)
in the wrong location and want to move it instead of deleting it and then re-creating it. It isalso
helpful if you would like the same object to appear in one or more additional locations. All
DocuShare objects can appear in multiple locations at once. However, there is actually only one
physical copy of the object in the DocuShare database; the system simply creates additional
pointers or references to the object.

A negative side effect of this command is that if used incorrectly, you can orphan the object.
Orphaned objects till exist within the DocuShare repository but are not accessible to users. Only
a Site Administrator can recover orphaned objects.

To change thelocation of a bulletin board:

1. Click the Servicesicon for the bulletin board whose location you want to change. The
Bulletin Board Services page appears.

2. Select Edit L ocation from the Edit... pull-down menu. The Edit Bulletin Board
L ocation page appears.

3. Forthe Appearsin field, ascrolling list is displayed that contains all DocuShare
collections to which you have at |east Writer access. The bulletin board's current location
is highlighted.

» Tomove an object, select the collection where you wish to move this object. The
previous location will be deselected.

» To have an object appear in multiple locations, press the CONTROL key while
selecting the additional locations.
Note: Usethe CONTROL key for MS Windows-based Operating Systems only.
Substitute the Command (or Apple key) key for the MacOS. UNIX-based systems
require no special key for this multiple list item selection.

Note: Use caution when desel ecting locations. Desel ecting improperly can create
orphaned files. Be sure that at least one location is selected in the scrolling list before
selecting the Update L ocations button.

4. Click the Update L ocations button.

The Services page for that bulletin board now appears and the new location(s) is/are displayed in
Appears|n. If you don't see this change reflected on the Services page, click Reload on your
browser to refresh the page display.

Adding a Bulletin
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Y ou can add a Bulletin to any bulletin board in DocuShare to which you have Writer access
permission. Y ou must be logged in to create a Bulletin.

To add a Bulletin:

1. Open the bulletin board where you want to add a bulletin. Select Bulletin from the Add...
pull-down menu. The Add Bulletin page appears.

2. Specify the bulletin information. Refer to the table below for descriptions of each field.
Note: While creating the Bulletin, if you are unsure of the purpose of afield, you can
click on the highlighted field name for a brief Help description of the field.

3. Click the Apply button.

The Add Bulletin page has the following properties:
Property  Description

Title Specifies adescriptivetitle for the bulletin. The title can contain spaces and other
punctuation marks. Y ou should assign a meaningful title to the bulletin. The default
titteisNew. Thisisarequired field.

Descriptio  Contains your message or notice. Thisfield can contain HTML code to customize the
n bulletin's appearance.

Note: There may be additional properties displayed on this page that are not listed here. They are
specific to your DocuShare site. See your Site Administrator for details.

The bulletin is created in the DocuShare bulletin board and the Ser vices page for the bulletin
appears.

Y ou can verify that the bulletin was created by clicking the Appear s In link to move you to the
default bulletin board view. If you don't see the collection, click Reload on your browser to
refresh the page display.

Note: After creating the bulletin, you should view the access per missions for the bulletin to
make sure they provide the desired level of access for other users and groups. See the section
Viewing and Editing DocuShare Object Permissions in Chapter 3 for more information on
adjusting these permissions.

Editing Bulletin Properties

Y ou can edit the properties of abulletin at any time by selecting Edit Properties from the
Edit... pull-down menu on the bulletin's Services page.

Y ou must be the owner of the bulletin or have at least Writer access permissions to edit bulletin
properties. Y ou must also be logged in to DocuShare.

To edit the properties of a bulletin:
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1. Click the Servicesicon for the bulletin you want to edit. The Bulletin Services page

appears.

2. Select Edit Propertiesfrom the Edit... pull-down menu. The Edit Bulletin page
appears.

3. Edit the information. Refer to the property descriptions in the previous section for
information.

Note: If you are unsure of the purpose of afield while editing the bulletin, you can click
on the highlighted field name for a brief Help description of the field.

4. Click the Apply button. The Bulletin Services page for the bulletin appears. The bulletin
properties have now been updated to reflect your changes.

Note: There may be additional properties displayed on this page that are not listed here. They are
specific to your DocuShare site. See your Site Administrator for details.

Viewing and Deleting Expired Bulletins

Y ou can view and delete expired bulletinsin a bulletin board. Only the owner of an expired
bulletin or a user with Manager access to the bulletin can delete the bulletin. Y ou must be logged
in to DocuShare.

Toview and delete expired bulletins:

1. Open the bulletin board.

2. Click View Expired. All expired bulletins for that bulletin board are displayed.

3. Select one or more bulletins and click Delete Selected. Click Delete All to delete the
entirelist of expired bulletins. The Delete Successful page appears.

4. Click theClick hereto continuelink.

The bulletin is now deleted. Y ou may need to Reload the page to see these changes.

Editing the Location of a Bulletin

Just asin other DocuShare objects, the Edit L ocation command allows a user to move a
DocuShare bulletin from one bulletin board to another or allows the bulletin to appear in
multiple bulletin boards within the DocuShare repository. Thereis only one physical copy of the
bulletin in the DocuShare database; the system simply creates additional pointers or referencesto
it.

You must have at least Writer access to the object to changeits location. Y ou must also be
logged in to DocuShare.
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The location of an object is displayed in the Appears I n property, which is displayed at the end
of each Propertieslisting for an object. Using the Edit Location command allows you to edit the
Appears|n property.

Editing the location of a bulletin assists in creating group or shared bulletin boards. Y ou can
create a bulletin in your own bulletin board and then edit its location to appear in your bulletin
board and your workgroup's bulletin board.

A negative side effect of this command is that if used incorrectly, you can orphan the bulletin.
Orphaned objects still exist within the DocuShare repository but are not accessible to users. Only
a Site Administrator can recover orphaned objects.

To change thelocation of a bulletin:

1. Click the Servicesicon for the bulletin whose location you want to change. The Bulletin
Ser vices page appears.

2. Select Edit L ocation from the Edit... pull-down menu. The Edit Bulletin L ocation
page appears.

3. Forthe Appearsin field, ascrolling list is displayed that contains all DocuShare bulletin
boards to which you have at least Writer access. The bulletin board's current location is
highlighted.

» Tomoveabulletin, select the bulletin board where you wish to move this bulletin.
The previous location will be desel ected.

» To have abulletin appear in multiple locations, press the CONTROL key while
selecting the additional bulletin board(s).
Note: Usethe CONTROL key for MS Windows-based Operating Systems only.
Substitute the Command (or Apple key) key for the MacOS. UNIX-based systems
require no specia key for this multiple list item selection.

Note: Use caution when desel ecting bulletin board. Deselecting improperly can create
orphaned files. Be sure that at least one location is selected in the scrolling list before
selecting the Update L ocations button.

4. Click the Update L ocations button.
The Services page for that bulletin now appears and the new location(s) is/are displayed in

Appears|n. If you don't see this change reflected on the Services page, click Reload on your
browser to refresh the page display.
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10 Searching in DocuShare

Overview

DocuShare Search Page

Logical Operators

Reserved Characters

Saving Search Queries

Adding New Search Queriesto a Collection

Viewing Saved Query Properties

Editing Saved Query Properties

Editing the Location of a Saved Query

Editing the Query

Deleting A Saved Query

Restoring a Deleted Saved Query

Overview

Every DocuShare object contains a set of associated attributes, which are sometimes also
referred to as meta-data. These attributes include the object's title, summary, owner, description,
creation date, and keywords. For most objects, such as collections and bulletin boards, this set of
attributes is the object's complete information content. File objects, in addition, contain the user's
origina filein itsoriginal format. Whenever anew object is created, or an existing object is
edited, it isindexed by DocuShare at that moment and made available for searching. For most
office documents, like Word, Excel and WordPerfect, their content isindexed in addition to their
meta-data attributes. Y our site administrator can tell you which file formats are currently being
indexed on your server.

For document content and every object’ stitle, summary and description, the DocuShare search
facility analyzes each word and indexes it in away that enables you to find al variants of the
word. Thisis known as stemming. For example, DocuShare’ s powerful stemming capability will
locate the words “bath,” “baths,” and “bathes” when you request the word “bath.” The other
meta-data fields, including custom properties, are indexed for searching as well (with the
exception of float type properties which are not indexed).

DocuShare allows you to submit queries from two locations.

» Simple keyword-style queries may be issued from the DocuShare home page by typing one
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or more words into the form and clicking on the Search button. It will return all objects that
have those words in any of their attributes, including file content.

» Powerful structured queries may be issued from the DocuShare Search page. It allows you

to construct queries about specific attributes, for objects located within a given collection
and created during alimited interval of time.

The results of your query are returned as a collection-style listing. One notable difference is that
links to the collections in which each object appears are included. This enables navigation to the
related context of a query in addition to the specific objects that satisfied the query.

DocuShare Search Page
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The DocuShare Search page allows you to build up sophisticated queries by selecting the desired
constraints and attribute values from a set of form categories. The constraints imposed by the
different categories are combined by multiple AND conjunctions to form the query. Within the

Wher e category, you can use logical operators to build up queries about different object
attributes. For example, the following isavalid query:

» Document Typeis application/msword, and
* Create Dateisafter 1/1/97, and

* WhereTitle contains “market research” or Keywords contains “partners”

Object Type

This pull-down list allows you to limit the search to a specific type of object, such as

collections or files only. Selecting the special value Any allows you to search over all objects
in the repository.
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Document Type

Thisfield appliesto File objects only, and lists al of the MIME Types currently supported by
your server. It allows you to limit search to asingle type of file, such as only Word or PDF
documents. The Document Type constraint is combined with the Object Type constraint by
an AND conjunction. If Object Typeisset to Any, selecting avalue for Document Type will
automatically limit the search to objects of type File. If Object Typeis set to an object type
other than File, selecting avalue for Document Type will lead to an empty result because
non-files do not have a Document Type attribute.

Create Date

Allows you to search for content that was first created before or after a specified date, or
within a specified date interval. To search for content created before or after a specific date,
enter the date into one of the Create Date fields, select the appropriate relationship (before,
after, on, etc.) and leave the other field blank. To search for objects created within an interval
of time, enter the interval start and end dates in the two Create Date fields and select the
appropriate relationships.

M odified Date

Allows you to search for content that was last modified before or after a specified date, or
within a specified date interval. To search for content that was last modified before or after a
specific date, enter the date into one of the M odified Date fields, select the appropriate
relationship (before, after, on, etc.) and leave the other field blank. To search for objects that
were last modified within an interval of time, enter the interval start and end dates in the two
Modified Date fields and select the appropriate relationships. When using the M odified
Date attribute, keep in mind that when an object isfirst created, its modified date equalsit’s
create date.

Within
The Within category only appears on the form if you clicked on Search while viewing a
collection or its properties. It is used to limit search to only that collection and al of the
content it contains. A radio button is used to select between two possible values. By default,
the location constraint is selected. Selecting the radio button value for “ Site” removes the
location constraint and searches over the entire repository.

Where

The Wher e category allows you to use logical operators to build up queries about specific
attributes, including file content. Selecting Any Part as the attribute value means that that
part of the query will return true if the specified value appears in any of the object's
attributes.

Maximum Results

Specifies the maximum number of objects to return. Results are always sorted, with the
highest match score first. Therefore, setting M aximum Results to 20 returns the 20 best
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matches to your query.

Logical Operators

The queries that DocuShare builds based on your input are given to the Verity search engine.
Verity defines the four logical operators used in the Wher e category of the DocuShare Search
page, asfollows.

AND

Searches for objects that contain all of the search elements you specify. Theresults are
relevance-ranked. For example, the query:

Title contains marketing And Keywords contai ns technol ogy
only returns objects having both “marketing” in their title and “technology” in their
keywords.

OR

Searches for objects that contain at |east one of the search elements you specify. The results
are relevance-ranked. For example, the query:

Title contains marketing O Keywords contains technol ogy

returns objects having either “marketing” in their title or “technology” in their keywords, or
both.

ACCRUE

Searches for objects that include at least one of the search elements you specify. The
ACCRUE operator scores resultsin a cumulative fashion - the more search elements found,
the better the score. For example, the query:

Titl e contains marketi ng Accrue Keywords contains technol ogy
returns objects having either “marketing” in their title or “technology” in their keywords.
Object having both elements will be given a higher score.

AND NOT

Searches for objects that do not include the search elements you specify. You can use AND
NOT to exclude documents, often in an attempt to reduce known sources of noise in the
search results. For example, the query:

Titl e contains marketi ng And Not Keywords contai ns technol ogy
returns objects that have “marketing” in their title but do not have “technology” in their
keywords.

When you define aquery using the logical operators, DocuShare groups the individual parts of
the query using the following precedence rules:

* TheNOT operator, asin AND NOT, always applies only to the next input string.

» The AND operator has the highest grouping priority below NOT.
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» The ACCRUE operator has the highest grouping priority below AND.

* The OR operator has the lowest grouping priority.

For example, the query:

Wheretitle contains test OR title contains practice AND summary contains homework
Isinterpreted by DocuShare to mean:

(title contains test) OR ((title contains practice) AND (summary contains homework))

Objects containing “test” in their title will be returned, as will objects containing “ practice” in
their title and “homework” in their summary. Objects that contain “practice” in their title but do
not contain “homework” in their summary will not be returned.

Reserved Characters

The Verity search engine uses some characters for internal functions or to denote wildcard
patternsin your query.

Wildcard Characters

Character Function

? Specifies one of any alphanumeric character, asin ?an, which locates “ran,” “pan,”
“can,” and “ban.”

* Specifies zero or more of any alphanumeric character, asin corp*, which locates
“corporate,” “corporation,” “corporal,” and “corpulent.” Do not use an asterisk (*)
to specify the first character of awildcard string.

To use awildcard character as aquery string literal, precede it with abackslash (\). For example,
to search for “x*y” enter x\ *vy.

Special Characters

The following characters have special meaning to the Verity search engine and will not be
treated as literalsin aquery string:

e comma,
* left and right parentheses ()

» double quotation mark “

e backdash\
e asign@
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* left curly brace{
o |eft bracket [

* lessthansign<

* backquote'
* equals=

e dash—

e caet”

e pound#

» exclamation point !

These special characters are typically ignored and treated as a space in searching.

Saved Queries

Saved Queries alow usersto store into a collection the query used in a search and reuse it again
at alater time. Thisis especialy helpful when you have developed a complex query that will be
reused multiple times, such as a description of an important subject areathat you want to track.

By saving the query, you can access the desired information directly, without having to reenter
the search information. New queries can also be defined and saved directly to a collection
through the collection’s Add... menu. Saved Queries are indicated by the £ icon because they
behave much like a collection, but their contents are the result of a search invoked each time the
Saved Query is opened.

To savea search query:

1. After performing a search, on the Sear ch Results page click on the Edit... pull-down
menu and select Save Search Query.

2. The Save Search Query page appears.

3. Fill inthe desired information under the Title, Summary, Description, Keywords, and
Appears In fields.

4. Click Apply.
5. Thequery is saved and the Services page appears.

To add a new search query:

1. Inthelocation where you want to add the query, select Saved Query from the Add...
pull-down menu. The Add Saved Query page appears. The Add Saved Query pageis
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similar in layout to the Sear ch page; however, the Add Saved Query page contains four
additional fields:

Property
Title

Summary

Description

Keywords

Description

Specifies adescriptivetitle for the saved query. Thetitle can contain spaces
and other punctuation marks. Thisisarequired field.

(Optional) Thisfield should contain a short description of the type of saved
guery being submitted to the DocuShare repository. The contents of the
Summary field will appear below the object’ stitle on the page in which the
object appears.

(Optional) Thisfield should contain a detailed description of the saved query.

(Optional) Thisfield should contain any Keywords associated with this query.
Keywords help to categorize content and alow for more accurate searching if
trying to locate this object. Simply type in a series of wordsin the field.

2. Theremainder of the fields contains the same parameters as the Sear ch page. Fill in the
rest of the information according to your search requirements.

3. Click the Apply button. The Saved Query Services page appears.

Viewing Saved Query Properties

To view the properties of a saved query, you must access the Saved Query Services page. You
can do this by clicking on the View Properties option in the Edit... pull-down menu, or by
clicking on the Servicesicon to the right of the link. Saved Query properties include:

All of the properties listed in the previous section

The saved query’ sidentifying object number (handle), the owner of the saved query,
the date and time of creation and last modification

The subscription, query, and query’s scope

The location of this saved query within the collection hierarchy of the DocuShare site
(i.e., the Appears In property). All DocuShare objects may appear in multiple

|ocations.
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Editing Saved Query Properties

Y ou can edit the properties of a Saved Query by selecting Edit Properties from the Edit... pull-
down menu, or by clicking on the Servicesicon. The Edit Properties page contains the
following properties:

Property
Title

Summary

Description

Keywords

Description

Thisfield should contain the title of the object being submitted to the DocuShare
repository. The title should be short but descriptive and may contain spaces and other
punctuation marks. Thisisarequired field.

(Optional) Thisfield should contain a short description of the object being submitted
to the DocuShare repository. The contents of this field will be displayed beneath the
object's title when printing the contents of a Collection in which this object appears.
The Description field may be used to provide a more detailed description of the
object.

(Optional) Thisfield should contain a detailed description of the object. For
Collections and other contai ner-type objects, the contents of this field will be
displayed at the top of the page, just below the title and/or image associated with the
object. If desired, thisfield may contain HTML markup that will be inserted into the
page without modification.

Thisfield should contain any Keywords associated with this object. Keywords help
to categorize content and allow for more accurate searching if trying to locate this
object. Simply typein a series of wordsin the field.

To edit properties of a saved query:

1. IntheEdit... pull-down menu, click on Edit Properties.
Note: If you are not automatically taken to the Edit Properties page, click the Go button.

2. Edit the saved query properties. Refer to the property descriptions from the above table
for information.

Note: If you are unsure of the purpose of afield while editing subscription properties,
you can click on the field name for a brief Help description of that field.

3. Click the Apply button. The Saved Query Services page appears, with the properties
updated to reflect your changes.
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Editing the Location of a Saved Query

The Edit L ocation command allows a user to move a DocuShare object from one location to
another, or allows the object to appear in multiple locations within the DocuShare repository.
Y ou must have at least Writer access to the object to change its location.

The location of an object is displayed in the Appears I n property, which is displayed at the end
of each View Propertieslisting for an object. Using the Edit L ocation command allows you to
edit the Appears|n property.

Thisisahelpful command if you have created a saved query (or any other DocuShare object) in
the wrong location and want to move it instead of deleting it and then re-creating it. It isalso
helpful if you would like the same object to appear in one or more additional locations. All
DocuShare objects can appear in multiple locations at once. However, there is actually only one
physical copy of the object in the DocuShare database; the system simply creates additional
pointers or references to the object.

A negative side effect of this command isthat if used incorrectly, you can unintentionally orphan
the object. Orphaned objects still exist within the DocuShare repository but are not accessible to
users except by directly accessing their URL. A Site Administrator can help you recover
orphaned objects if you do not know their URL.

To change thelocation of a saved query:

1. Click the Servicesicon to the right of the saved query whose location you want to
change. The Saved Query Services page appears.

2. Inthe Edit... pull-down menu, select Edit L ocation. The Edit Saved Query L ocation
page appears.

3. Inthe Appearsin field, ascrolling list is displayed that contains all DocuShare
collections to which you have at least Writer access. The saved query’s current location
is highlighted.

* To move an object, select the collection where you wish to move this object. The
previous location will be deselected.

» To have an object appear in multiple locations, press the CONTROL key while
selecting the additional locations.

Note: Usethe CONTROL key for MS Windows-based Operating Systems only.
Substitute the Command (or Apple key) key for the MacOS. Unix-based systems
require no special key for this multiple list item selection.

Note: Use caution when deselecting locations. Desel ecting improperly can created
orphaned files. Be sure that at least one location is selected in the scrolling list
before selecting the Update L ocations button.

4. Click the Update L ocations button.
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The Saved Query Properties page for that query appears and the new location(s) is/are
displayed in Appears In property. If you don't see this change reflected on the View Properties
page, click Reload on your browser to refresh the page display.

Editing the Query

Y ou may change the search parameters of a query at any time. Changing the search parametersis
useful if you decide that, for example, you want to search for additional document or object types
using the same saved query.

To edit thequery:
1. IntheEdit... pull-down menu, select Edit Query.

Note: If you are not automatically taken to the Edit Query page, click the Go button.
2. Edit the query search parameters.

3. Click the Apply button. The Saved Query Services page appears, with your changes
reflected.

Deleting a Saved Query
To deletea saved query:
1. Click on the Servicesicon to the right of the saved query you want to delete.

2. Select Delete from the Edit pull-down menu.

3. The Confirm Deletion page appears. Click on the Delete button to delete the saved
query.

Note: If you decide that you do not want to delete the saved query, click the Back
button on your browser to close the Delete or Confirm Deletion page.

4. The Delete Successful page appears. Click the Click hereto continuelink.

Restoring a Deleted Saved Query

If you inadvertently delete a saved query from the DocuShare repository, the Site Administrator
can easily restore it for you. All deleted content is sent to atrashcan accessible only to the Site
Administrator. If you mistakenly delete an object, you must contact the Site Administrator and
provide him/her with the required information. The Site Administrator is responsible for purging
the trashcan on an as-needed basis. After purging, you will be unable to restore items deleted, so
be sure to notify the Site Administrator of deletion restorations as soon as possible.
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11  Using the DocuShare Windows Client

Overview

Mounting a DocuShare Server on Windows Explorer

Accessing a Mounted DocuShare Server via Windows Explorer

Viewing and Editing Files with the DocuShare Windows Client

New Function Buttons in the Windows Client

New Menus in the Windows Client

Working with DocuShare Files in the Windows Client

— Adding, Copying, and Deleting Files or Folders

— Versioning and Locking Files

— Editing File Properties

Searching DocuShare with the Windows Client

Configuring Options

View the Work-1n-Progress Folder

Open/Save/Save As... Didlogs

Overview

The Windows Client allows you to work with a DocuShare repository of files (or several) from
within Windows Explorer. Once you mount the server and log in, DocuShare will appear as a
separate drive in the familiar Windows Explorer tree environment. When you click on the
DocuShare drive from Windows Explorer, DocuShare collections appear as folders, and files
appear as the appropriate icons. Y ou can bypass normal upload procedures and copy filesto a
DocuShare collection from your local or network drives, or you can drag and drop files from
DocuShare directly to your computer, avoiding the download step. Simply select the file (or
files) you want and drag it to the folder to which you wish to upload or download. It works the
same as when you drag files around within your computer or to and from network drives.
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Mounting a DocuShare Server on Windows Explorer

The DocuShare Windows Client must be installed on your computer before you can mount a
DocuShare server on Windows Explorer. See Installing the Windows Client, Chapter 1. Once
you have installed the Windows Client, click the DocuShare icon as it appears in Windows
Explorer.

All DocuShare servers that have been mapped to the Windows Client will be displayed.
Initially, no servers are mapped.

To map a DocuShare server:

1.

10.

Either select the Add Server icon or choose Map DocuShar e Server from the Explorer
Tools Menu. The Step 1 dialog box of the Map Server Wizard will appear.

Under Home URL, type in the name of your DocuShare server (e.g.,
http://sales.acme.com). If you prefer, you can use the Browse... button to launch aweb
browser for you to select the DocuShare server with. The DocuShare Windows Client
supports connections to serversvia standard HTTP or SSL so either http:// or https.//
should be used as the URL prefix.

If aproxy server is needed, press the Advanced button. If the DocuShare server you are
using islocal, do not use a proxy server.

Press Next. The Step 2 dialog box appears.
Enter your username under Account Name.

Enter your password under Password. (If mapping as a Guest, leave the Password field
empty.)

If you do not have an account on the DocuShare server, check the “Create a new
account” checkbox and enter the confirmation password, email address, and user name.
A new account will be created for you on the server with thisuser ID and password.

Press Next. The Step 3 dialog box appears.

Enter the name you want to appear in the Windows Client under Folder Namein
Explorer. Although this name can be different than the name of your DocuShare
website, you probably want to give it the same name or arelated, meaningful name to
avoid any confusion with other servers.

Enter aname under Work-in-progress directory namethat is at least four characters
long.

97



DocuShare 2.2 Users Guide

11. PressNext. The Step 4 dialog box lets you review the information you entered in steps 1
through 3. If the information is correct, press Finish to create the server folder. If you
experience alogin problem, see Chapter, 14, Troubleshooting.

At this point, the new folder for the server will appear in Windows Explorer under the
DocuShare icon. In addition to mapping servers, specific collections within servers can be
mapped into the DocuShare Windows Client root directory. A mapped collection allows the
collection to be accessed directly without having to walk down the server’ s tree hierarchy. These
mapped collections must exist on a mapped server.

To map a DocuShar e collection:

1. Make sure the server that the collection resides on is already mapped.

2. Select the Add Collection icon. The Map Collection dialog is displayed.
3. Select the server on which the collection resides.
4

. Walk through the collection hierarchy and select the collection. Click OK.

The new folder for the mapped Collection will now appear under the DocuShare icon.
To remove a DocuShare server from the DocuShare Windows Client:

1. Select Disconnect DocuShare Server from the Windows Explorer Tools Menu.
2. Select the DocuShare server you wish to disconnect.

3. Click OK.

The server you selected for removal should no longer appear on the Windows Explorer interface.
If the server does still appear, select Refresh in the Windows Explorer View menu.

Accessing a Mounted DocuShare Server via Windows Explorer

To access a mounted DocuShar e server via Windows Explorer:

1. Double-click on the DocuShare icon that appears in your Windows Explorer tree
structure. See example below:

2. Type your password in the dialog box, which may appear, then click OK. Remember that
your password is case-sensitive. If you make a mistake and see an error message, try
entering your password again or see your Site Administrator.
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3. The DocuShare server then opens onto your Windows Explorer Interface, and you will
see the familiar folder pattern of collections and objects that make up the DocuShare site.

W& Almla] X =

Contents af 'Danatella’

Title | Dwner | Modified | Size| Handie | Tupe
[C2 Initial Top-Level Collection & SiteAd..  11/23/7998122946PM  Zitemz  Collection-10 Collection
[Z7 Initial Top-Level Collection B SiteAd..  05/22/1997 09:18:304M  Oitemz Collection-11 - Collection
[C2Initial Top-Level Collection C SiteAd..  08/22/1997 091858 4M 1 itemz Collection-12  Collection
[CAInitial Top-Level Collection D Sitedd.. 05/22/1997 031314 4 1itemz  Collection-13 Collection

Y ou can now point and click to open DocuShare collections on your DocuShare site asiif they
were folders on one of your local or network drives.

Viewing and Editing Files with the DocuShare Windows Client

Viewing and editing DocuShare files on the Windows Client is similar to viewing and editing
files on one of your local drivesin Windows Explorer. Collections appear as Windows Explorer
folders that may contain files, URLS, calendars, bulletin boards or other collections/folders. Files

will appear with their corresponding icons (e.g., ™ for Microsoft Word files).

To open a DocuShare collection/folder in the Windows Client, smply double-click the folder
with your mouse. The contents of that collection/folder will then appear in the right-hand side of
the Windows Explorer Interface. Remember that permissions still apply, so depending on your
access, you may not be able to view restricted collections or folders. See Chapter 3, DocuShare
Permissions for further information.

To open aDocuShare file, ssimply double-click on the file name. There are two ways to “open” a
DocuShare file. The default response to double-clicking on the file is to open the corresponding
application with the file set to read only. Thisis called browse mode. Alternatively, you may
open the file for editing and save it back to DocuShare when you are done. Thisis called check
out. When you check out afile, the original copy on the DocuShare server islocked while you
edit the file so that others will not be able to create new versions while you are editing the
current version. Both options are available from the menu that appears when you click your
right mouse button on the file name. Which action is your default in response to a double-click is
configurable from the DocuShare settings screen (see Configuring Options).

The DocuShare Windows Client supports the following applications for check out:
* Microsoft Word, Excel and PowerPoint, 95, 97, and 2000 editions.
* Lotus WordPro 32

e Lotus Freelance
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» Cord Presentations

e Corel Quattro Pro 8.0

» Corel WordPerfect 7.0, 8.0, and 9.0

* Visio5.0

» Microsoft Notepad, Wordpad and Paint

Other applications may or may not correctly check out of DocuShare or save back to DocuShare.
See Chapter 14, Troubleshooting DocuShare.

Y ou may also independently lock or unlock afile. When afileis checked out, it is automatically
locked. Y ou may not unlock a checked out file. A locked file can only be browsed, and cannot
be checked out.

Saving the file in the corresponding editor will save the file locally. When you exit the
corresponding editor, the DocuShare Windows Client will automatically upload the saved local
file to the DocuShare server and unlock thefile.

New Function Buttons in the Windows Client

Most of the function buttons on the Windows Client are the same as the function buttons in
Windows Explorer; however, there are afew differences. The table below gives a description of
the function buttons in the Windows Client.

Up one Level: Takes you one level higher in the tree structure. It works the same for
DocuShare asit does for Windows Explorer.

By Large Icons: Displays large icons. It works the same for DocuShare as it does for
Windows Explorer.

_| Small Icons: Displays small icons. It works the same for DocuShare as it does for
Windows Explorer.

_| List: Displaysiconsin alist. It works the same for DocuShare as it does for Windows
Explorer.

—| Details: Displaysiconsin alist with details about the files. It works the same for
DocuShare as it does for Windows Explorer.

Thumbnail: Displays large icons of document files and thumbnail images of graphics
files.

Note: Thumbnails are only available when connected to a DocuShare server running
version 2.1 or higher.
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Edit: Opensan edit program for the file. The specific response depends upon the edit
program. For supported applications, DocuShare will open the application for editing

and offer to save the editing file back to the same DocuShare location when you close
the window. For unsupported applications, DocuShare will open the file in read-only

mode. See the Editor Support section for more details. It works the same for DocuShare
asit does for Windows Explorer, but you will be offered the ODMA option (see ODMA
Client).

Print: Printsthe current file. It works the same for DocuShare as it does for Windows
Explorer.

Add Document: Adds a document to the current collection/folder. This function button
is unique to the DocuShare Windows Client.

Create New Version: Creates a new version of the file with which you are working.
This function button is unique to the DocuShare Windows Client.

Create New Collection: Creates a new collection within the open collection. This
function button is unique to the DocuShare Windows Client.

Delete: Deletes the selected file. It works the same for DocuShare as it does for
Windows Explorer, except that you must have Manager access to delete afile.

View Version History: Shows you the version history of the current document. This
function button is unigue to the DocuShare Windows Client.

View Properties: Displays the properties of the selected file. It works essentialy the
same for DocuShare as it does for Windows Explorer.

Undo: Undoes the last action. This Windows Explorer function is not supported in the
DocuShare Windows Client.

Map Server. Brings up the sequence of screens to map to another DocuShare server.
This button only appears when the Xerox DocuShare drive is selected.

Disconnect Server. Allows you to remove one of the currently mapped DocuShare
servers. This button only appears when the Xerox DocuShare drive is sel ected.
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New Menus in the Windows Client

In addition to the Windows Explorer function buttons, you will notice various pop-up menus
when you right-click your mouse within the Windows Client. As with the function buttons, these
menus closely resemble the standard Windows Explorer right-click menus with a few
differences.

Find *  Whenever DocuShare content is selected, the Windows Explorer Tools
Map Netwark Drive... menu contains an additional section for three DocuShare-specific
Disconnect Metwork Drive.. commands. Map DocuShare Server ... alows you to connect to
Sl additional DocuShare sites. Disconnect DocuShare Server ... allows

you to remove currently mapped DocuShare sites. Thisis also useful if
you want to login as adifferent user. Go to DocuShare URL ... brings
up awindow in which you can enter a DocuShare location directly.
Goto Docushare URL... The window offers apartial URL as a hint that you must complete.

tap DocuShare Server...
Digoonnect DocuShare Sermver...

On Windows 2000, the Find Filesin DocuShare... itemisaso
available under this T ools menu.

Explore This menu appears if you right-click your mouse in the All Folders
Open section (i.e., left side) of the Windows Client. Functions are an

Open in Web Browser abbreviated list of those found in Windows Explorer.

Find...

Mew R Open in Web Browser launches an Internet Explorer window to the
Edit b selected server.

Befresh New allows you to create a new folder (i.e., collection) or anew

=l U g document. Y ou can also create new Calendar, Bulletin Board, and
Rename URL objects.

Froperties

Edit allows you to copy the DocuShare URL or DocuShare Properties
URL for the folder onto the clipboard, along with the standard edit
operations of Cut, Copy, Paste, and Delete.
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This menu appears if you right-click your mouse in the Folder Contents
section (i.e., right side) of the Windows Client. Functions are mostly
the same as in Windows Explorer. The DocuShare functions are listed
below.

Open in Web Browser launches an Internet Explorer window to the
selected collection.

New allows you to create anew folder (i.e., collection) or a new
document. You can also create new Caendar, Bulletin Board, and
URL objects.

Edit allows you to copy the DocuShare URL or DocuShare Properties
URL for the folder onto the clipboard, along with the standard edit
operations of Cut, Copy, Paste, and Delete.

View lets you choose among the following: large icons, small icons,
list, details, or thumbnail image view.

This menu appears if you right-click your mouse on afile in the Folder
Contents section (i.e., right side) of the Windows Client. Functions are
amix of Windows Explorer and DocuShare. The DocuShare functions
are listed below.

Browse opens the selected file.

Check Out opens the selected file and locks it so others cannot use or
change thisfile while you have it active.

Print opens the selected file and issues a Print request to the editor.

Open in Web Browser launches an Internet Explorer window to view
the selected item.

L ock locksthefile.

Unlock unlocksthefile.

Version History lets you view the version history of thefile.
New creates a new version of the file using the existing file.

Edit allows you to copy the DocuShare URL or DocuShare Properties
URL for the object onto the clipboard, along with the standard edit
operations of Cut, Copy, Paste, and Delete.

View lets you choose among the following: large icons, small icons,
list, details, or thumbnail image view.

Rename lets you rename the file. Thiswill change the file' s Title
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property on the DocuShare server.

Properties displays a window for viewing and editing the object’s
properties.

Working with DocuShare Files in the Windows Client

Working with DocuShare files on the Windows Client is much the same as working with regular
filesfrom your local or network drives on Windows Explorer. Using standard Windows Explorer
drag and drop operations, you can copy files to a DocuShare collection from your local or
network drives, or you can copy files from DocuShare directly to your computer. Y ou can also
copy and move DocuShare files from folder to folder within the DocuShare using drag-and-drop
operations. Other standard Windows Explorer features are available as well, such as Rename,
Delete, and Properties.

Adding, Copying, and Deleting Files or Folders

To add (i.e., upload) files from alocal or network drive to a DocuShare folder (i.e., collection)
on the Windows Client, follow the steps below.

Toadd filesor folders:
1. Select thefile(s) you wish to add with your mouse and drag it to the desired DocuShare

folder.

Note: Remember that you must be logged in and have Writer permission to add filesto
aDocuShare collection.

2. A confirmation message box will appear. Click Yes.
The file will now appear in the DocuShare folder you designated. If you do not see the copied

file, right-click your mouse in the contents area (i.e., right side of Explorer Screen) and select
Refresh.

Note: You can also add files to DocuShare viathe ODMA Client. See Chapter 12, The
DocuShare ODMA Client for further information.

The above process works the same for adding folders from alocal or network drive to a
DocuShare folder on the Windows Client. All contents of the added folder will be included.

To copy filesfrom a DocuShare folder to afolder on your local or network drives:

1. Select thefile(s) you wish to copy with your mouse and drag it to the desired local or
network folder.
Note: The Confirm Item Copy screen does not pop up for thistype of action (i.e., a
download).

2. Usethe same select and drag procedure as above to copy files from one DocuShare folder
(i.e., collection) to another.
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The Confirm Item Copy screen will pop up if you copy files from one DocuShare server to
another, but otherwise the process is the same. Remember that you must have Write permission
to add files to a DocuShare collection even if the files are coming from another DocuShare
collection or server.

The above process works the same for copying folders from a DocuShare folder on the Windows
Client to alocal or network drive. All contents of the added folder will be included.

Note: Dragging files from DocuShare to the Windows Recycle Bin will not delete the file from
DocuShare. Files should only be dragged from DocuShare and dropped into regular file
locations.

To ddetefiles from DocuShare on the Windows Client:

1. Select thefile(s) with your mouse and press the Delete function button on the Windows
Client Interface or the Delete button on your keyboard.

Note: Remember, you must have Manager access to delete files or folders from
DocuShare.

2. A confirmation screen will appear. Click Yesif you are certain you want to delete the file
or folder.

Thefile or folder is now deleted. Y ou may need to select Refresh from the right-mouse menu to
reload the page and see the deletion.

Versioning and L ocking Files

Versioning and Locking Files basically works the same way as it does in the web version (see
Chapter 5, DocuShare Files for in-depth information). Follow the process below to create a new
version of afile on the DocuShare Windows Client.

Tocreateanew version of afile:

1. Click onthe Create New Version function button at the top of the interface or choose
New - Version from the mouse right-click menu. The file must be selected for you to
use the right-click menu.

Y ou can also drag and drop alocal file onto afilein DocuShare to create a new version.

Note: Y ou can not drop a DocuShare file onto another DocuShare file to create a new
version.

2. The Create New Document Version dialog box appears:

105



DocuShare 2.2 Users Guide

[Craste Mirw Vaigion £
EleMowe: | Biweie |
W‘l’!"’l

Tha shores s sl update Hin document

Tith Ia-cr-rgl.lde

Hrs ("RE] ﬁ

[ o ] rcews | b |

3. Enter thefile name or select it by using the Browse key.

To view the Version History of adocument on the DocuShare Windows Client, select thefile
by right-clicking it and choose Version History from the menu. Y ou can also view the version
history by clicking the View Version History function button at the top of the Windows Client
interface. Within the Version History Dialog, you can right-click aversion and choose version-
specific actions from the menu such as Browse, Copy, and Copy URL.

To lock afile on the DocuShare Windows Client, select the file by right-clicking it and choose
L ock from the menu that appears. A padlock icon will appear to the right of the document icon.

[_JJones
AR obers

Ay Cuestions: 82747
Edward's Calendar
WWeather page

Y ou can also check out a document by selecting the document by right-clicking and choosing
Checkout from the menu. This automatically opens the file and locks it so you can work on it.
See Chapter 12, The DocuShare ODMA Client for further information.

To unlock afile on the DocuShare Windows Client, select the file by right-clicking it and choose
Unlock from the menu that appears. The padlock icon will disappear.

Editing File Properties

Y ou can view and edit the properties of afile with the Properties Dialog.
To display the Properties Dialog:

1. Click on the Propertiesfunction button at the top of the interface or choose Properties
from the mouse right-click menu.

2. The Properties dialog box appears:
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DocuShare Document Properties

General | Descnptmnl Documenll GlaDhIDSI F‘ermlsslonsl

Title IM;J Hame Page %

Summany:

Appears in: IInit\aI Top-Level Collection & j
Dwner. My DocuShare (Uzer-14)

Handle: File-132

Lreated: 03/06/2000 08:59:38 A

Last modified 03/06/2000 08:55: 35 Ak

Madified by:

Wiew in 'web Browser
0k I Cancel | Aappll I

3. Inspect other tabs as required.

Searching DocuShare with the Windows Client
To search DocuShar e with the DocuShare Windows Client:

1. Sdect Find - Fileson DocuShare from the Explorer Tools Menu.

Tool: M=

using QuickFinder.

Filez or Folders...
Computer...

Map Hebworl Drive...
Digconnect Metwark, Drive. .

Filez in DocuShare. ..

Goto... Or the [nternet. ..

Ilzing Microzoft Outloolk. ..

tap DocuShare Server... People

Digoonnect DocuShare Server...

3o to DocuShare LARL...

On Windows 2000, the Find Filesin DocuShar e item is available directly under the
Tools menu. DocuShare Find is not integrated with the Windows 2000 Search interface
in DocuShare 2.2.

2. The DocuShare Find File dialog box appears.
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Title contains: I j
File Type: I.-’-‘«II filez and collections j
Lock in: Cacao

DocuShare 1
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By——
% Server
" Collection

Help

PLLE

3. Fill inyour search criteria as necessary. The search can be issued across multiple servers,

or restricted to just a certain collection on a server.

4. Therearefour tabs of criteriaat your disposal: Title & Location, Date Modified,
Advanced Sear ch, and Options. These four tabs together mirror the search criteria

options from the web view.

5. Click Find Now when you are ready to start the search.

6. The Search Results appear underneath the Find File box.

G DocuShare Find File

Title & Location | Date Modified | &dvanced Search I Optioris I

Title contairs: I\-\-"orkgroup j
File Type: I.f-\ll filez and collections j digy |
Loak, in: Cacao Mew Search |
Bpy——— I
Mimosa
¥ Server &l
" Collection
Title | Owner | Modfied | Created | Size
C3workgroup E dition Sherl 5., 11/05/..  11/30/.. 2 items
@ 1 W orkgroup Installation. doc Soumen... 102/ 1130/ E3kE
@ 03w orkgroup Upgrade. doc Soumen... 1024, 117300 BYEE
[F0ocuShare 201 far NT ~workgroup  BrianFa.. O0B/23/4.  11/304.. 22104KB
@ |ngtallation Instructions -Workgroup B, Rob Pat.. 064/ 11/304 19kE
Wworkgroup ingtallation instuctions - re.. BranFa.. 06A0/.  11/304. 17EE
4] | i

Search completed.

E iternz found. o

7. To copy found filesto your PC, you can use the regular drag and drop method. To check
the properties of an item, right-click on an item and select Properties from the menu. If
you edit the properties of an item in the search results, you'll note that an exclamation
icon is displayed in the search results next to the item to denote it has been modified.

To exit the search dialog box, click on the X in the upper-right hand corner.
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Configuring Options

There are severa options on the DocuShare Windows Client that you can configure. To access
the options, double-click the DocuShare Client Propertiesicon in the Windows Control
Panel. Alternatively, you can right-click on the red Xerox & icon in the toolbar of your
Windows Explorer interface. (On most machines, the % will be located at the bottom-right
corner —the Start button is usually in the bottom left corner.) When you right-click on theicon, a
short menu appears.

Wiew WP Folder

Find Filez in DocuShare. ..
Goto DocwShare LAL...

Dizable OOk
Settings...

Help Contents
About DocuShare Client....

Choose Settings....

Note: Checking “Disable ODMA” from this menu will turn off the ODMA option. “View WIP
Folder” will show you information about the Work in Progress. “ About DSClient” gives you
license and version information on the DocuShare Windows Client.

After you select Settings, the DocuShar e Client Properties dialog box appears.

Note: The options shown as selected in the following examples are the DocuShare Windows
Client default options. Y our Site Administrator can help you figure out the best settings for your
machine and requirements. The DocuShare Properties dialog offers various options regarding the
DocuShare Windows Client’s behavior.

Docurserd | Fi Typas | Fobdu |

Q[
=] [Promgpl for Do [ pars S dislog
[T Bdenins cagim il s b
airodows E splorer
[ Do chei chesciis oul & e
F Diefu b LE meihod ho ops snd ack o ike
I Lt cheacking Io regitersd
& Llilee gevee: okl kanlel
I Bees HTML tng
I [rack e and chranged s sy ["':"-'_ biiradi
Sirdows Cormmon OpenS s Az Dislege
™ (Lo Cigrarscrs Chislosg cpenadd g
7 ey primg e sngriaras aciivar ooy

Gensal
I Erabbe etk e kg
| oK I Carnosl K
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ODMA Settings

When “Prompt for DocuShare Open/Save dialog” is checked, each time you open or save
adocument, a DocuShare screen will appear asking if you want to open from or saveto a
DocuShare server or your local drives. When not checked, Open and Save operations will
aways assume that you want a DocuShare server. See the chapter on DocuShare ODMA
Client.

The “Always open at top level” option tells the DocuShare Windows Client where to start
when it opens a DocuShare collection listing for Oopen and Save operations.

Windows Explorer

DocuShare files may be opened for read-only viewing (Browse) or for editing
(Checkout). The “Double-click checks out afile” setting indicates which action you
prefer as the default when you double-click on afile. Both actions are available by
clicking on the right mouse button over the desired file.

If the “Default to OLE method to open and track afile” option is not enabled, the
Windows Client runs an explicit check on the OLE (Object Linking and Embedding)
registration for the editor application that is associated with a checked out file. It will then
determine if the editor application is capable of being started using an OL E-based launch
method.

Thisoption is available only for NT4 and Windows 2000 users. The optionisgrayed in
Windows 95 and 98. The OLE registry check is always made under Windows 95 and 98.

Normally, this option should be left enabled under NT because NT provides OLE
packager support for non-OLE applications that the Windows Client can use to open the
file correctly. However, if the editor program you use does not support the OLE launch
method, and does not work with NT's OLE packager, you should uncheck this option.

Note that the default OLE launch method can be overridden by selecting a different
launch method using the File Type tab (see below). In addition, the default OLE method
isoverridden if the file type supports ODMA.

The “Limit checkout to registered” option prevents the DocuShare Windows Client from
attempting to launch editor sessions for applications which have not explicitly been
certified for use with the Client. (A registered file type appearsin the list under the File
Typestab when the “Common types only” option is enabled.)

Note: If the appropriate editor for afile typeisnot installed on the local PC, attempting
to open the file will cause an error message saying that the proper editor registered with
the Windows system could not be found.

If disabled, the Windows Client will always attempt to launch an editor session.
However, because non-certified editors may not function properly with the DocuShare
Windows Client, this option should only be disabled with caution.

If “Limit checkout to registered” is enabled, non-registered file types can be checked out
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if the “Utilize generic checkout handler” option is selected. This setting instructs the
Windows Client to use a generic checkout handler to check out afile that is not explicitly
registered with the Client. This technique allows non-certified editors to be used while
minimizing the risk of failure.

This handler uses a simple process-monitoring method to track the life cycle of the editor
application. Since the Windows Client does not explicitly support the editor, you have to
tell the Windows Client when you are ready to check the file back into DocuShare. The
handler runs a small window with OK and Cancel buttons at the top-left corner of the
desktop. Click the OK button to initiate a check-in after you have finished editing the file
and closed the editor application. Click the Cancel button to discard any changes you
have made.

e The“Show HTML tags’ option instructs the Windows Client to display all HTML tags
used in thetitles of DocuShare objects. By default, all HTML tags are removed for
display in the Windows Client.

Thetypical use of HTML in DocuShare propertiesis for formatting in the browser
interface. For example, afiletitle may contain <FONT> tags for rendering a part of the
title text in atypeface different from the default system font. With this option enabled,
the Windows Client will keep the <FONT> tags in theftitle text it displaysin the
Windows Explorer, ODMA and any other Client components. Note that the raw HTML
tags will be displayed — the Windows Client makes no attempt to parsethisHTML like a
browser.

Usually, this option should be left disabled so that the Client does not show HTML tags.
However, if you edit the properties of an object that originally had HTML formatting in
itstitle, you'll lose that HTML formatting when you apply the properties change. Also
note that toggling this option requires a system reboot for the change to take effect.

» The*Check new and changed items every X seconds’ option toggles the setting of auto-
refresh for collection listings. When this option is disabled, the Windows Client does not
perform any periodic auto-refresh. To refresh the listing, you need to select the Refresh
menu item in the Windows Explorer.

When this option is enabled, the Windows Client periodically performs aquery in the
background and updates the listing for changed collections automatically. The auto-
refresh feature should not be enabled if you experience slow or heavy network traffic or
if it interferes with document checkout or other DocuShare Client activity.

More advanced settings are available in Windows Explorer's Folder Options dialog,
which allow you to configure the way that Windows Client updates and caches the

collection listing data. Open the DocuShare folder in Windows Explorer, select the
Folder Options menu item from the View menu, and select the DocuShare tab.

Windows Common “ Open/Save As’ Dialogs

*  When the “Lock Common Dialog opened files” option is enabled, the Windows Client
locks files opened through the Common Dialog. If you do not want the Windows Client
to lock a particular file, you can uncheck the “Lock” option in the DocuShare
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Informational box that appears next to the Common Dialog.

» Checking “Allow entry from registered editors only” prevents access to DocuShare from
editors that have not explicitly been certified for use with the Windows Client when the
editor's native Open/Save-As dialog is used. Refer to the README.TXT included in the
DocuShare Windows Client installation directory for the latest list of supported editors.
If the option is not checked, the Windows Client allows any editor to access DocuShare.
However, some editors may not be able to actually open the DocuShare folder. For
example, Microsoft Word raises an access/denied error if you try to open the DocuShare
folder through its native Open dialog.

General

The “Enable network event logs” field allows you to tell the DocuShare Windows Client to log
al error events. For any network errors, the Windows Client displays an exception report dialog
and shows the logged information under the “Event Log” tab.

FileTypes Tab

The File Types tab allows the Windows Client use of editor applications to be modified. Because
many different editors behave in different ways, the DocuShare Windows Client allows fine-
tuning of this editor connection. .

Note that changes to these settings do not affect how the Windows Client opensfiles for
browsing. The Windows Client delegates the task of launching an associated editor application
for file browsing to Windowsiitself. Therefore, to modify the browser behavior, the Windows
file type settings must be modified through the Windows Explorer. Refer to a Windows user
guide for more details on editing file type associations in Windows.

# DocuShare Client Properties

Document  File Types | Foldersl

yvailable types in Explorer

Acralist -
e j ¥ Commaon

ﬂ.ﬁ.dobe Acrobat Document twpes ol
ﬁ.ﬁ.dobe Photozhop Image bE J

Bitmap Image

Mate: Brawsing of

ﬂ Corel Presentations 8 Show a file is nat
;D Corel Quattra Pro 8 Nateboaok sffected by these
'_Q Corel wordPerfect 8 Document LI seftings.
 File type details
E stenzion:
MIME type:
Checked out using: j
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« “Availabletypesin Explorer” isthelist of file typesthat can be modified. If the
“Common types only” option is checked, the list only shows file types that are associated
with certified editor applications. Uncheck this option to list all available types registered
with Windows.

* “Filetypedetails’ consists of two file type specifiers (Extension and MIME type) and the
checkout method that will be used to open files of thistype.

» Thefile extension name under Extension is used by Windows and most editor
applications. The MIME type setting is used by DocuShare and other Internet
applications.

» Under the checkout method, either the common name of the associated editor application
or acommand line to run the application may appear.

Y ou cannot edit the file type. The Windows file type (extension) is set when you first check in a
file. Thefile extension nameisthe last part of the filename you specified. The MIME typeis
automatically assigned by DocuShare when the file isindexed. Y ou can edit the MIME type
using the DocuShare Client. To do this, open the Properties dialog for the file and either enter a
new MIME type specifier, or select from the drop-down list.

If the file you check out does not contain afile extension, the DocuShare Windows Client uses
the MIME type setting to generate one. The Windows Client always uses the file extension to
determine which editor application to use.

Depending on the editor application, the Windows Client needs to use a different checkout
method. The selected method is shown under “ Checked out using”. The program file or
command line that is used to run the editor program is shown below the sel ected method.

The DocuShare Windows Client uses the following checkout methods (al so mentioned as editor
launch methods elsewhere in this document):

«  ODMA protocol

* Custom handler

* OLE protocal

* DDE protocol

* Process monitoring

* None (fileis uneditable)

These methods are listed according to the level of editor integration. Y ou should select the
method for the highest level of which your editor application is capable. If the selected method
does not work for your editor program, change it to alower method. If the file type does not
designate an editable document or media data file, you should select the None method to
disallow checkout.
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Make sure that the file extension and MIME type settings are correct. Since the Windows Client
first looks at the file extension, if the file extension is not correct, the Windows Client may not
run the correct editor program even if a correct MIME typeis given. To work around this
problem, download the file, give it the correct file extension name, and upload it as a new
version of the same file (using the New Version menu item or the drag and drop method). These
supported editor launch methods are described in more detail below.

The ODMA protocol allows the editor to gain direct control over the DocuShare file access. A
file opened using this protocol may be safely saved as a new document (using the File | Save As
menu item). The Windows Client can use the ODMA protocoal if thefile type is one of the
following:

*  MSWord 97 and 2000 document (extension .doc)

* MS PowerPoint 97 and 2000 document (extension .ppt)

* MS Office Binder 97 and 2000 document (extension .bnd)
» Corel WordPerfect versions 8 and 2000 (extension .wpd)
* Lotus Wordpro versions 8 and 2000 (extension .lwp)

An editor application may support ODMA in general, but if it does not support the ODMA
command line syntax, the ODMA protocol will not be used to check out afile directly from
Windows Explorer. Visio is one such editor application. In the case of Visio, the Windows Client
pre-selects the OLE protocol.

A “custom handler” is a special Windows Client program that was written specifically for
handling the tasks of opening afile of aparticular file type and tracking itslife cyclein a
particular editor application. The following are supplied by the Windows Client:

*  MSExcel 97 and 2000 worksheet (extension .xIs)

» Corel WordPerfect versions 7, 8 and 2000 (extension .wpd)
» Corel Presentations versions 8 and 2000 (extension .shw)

* Lotus Freelance versions 7 and 2000

Many popular editor programs support OLE (Object Linking and Embedding) to open and track
afile. For those editors, the protocol alows the editor to link with the Windows Client using the
OLE filelinking protocol. When the OLE protocol isin use, the Windows Client does not need
to periodically query the editing state of the file. The OLE protocol is preferable to the DDE and
process monitoring methods. The latter methods require the Windows Client to perform periodic
state polling in the background in order to track the lifecycle of the checked out file. In NT4 and
Windows 2000, Windows can provide non-OLE applications with OLE packager support. The
packager enables anon-OLE application to act asif it supports the OLE file linking protocol and
allows notification linkage to be established between the Windows Client and the opened file
(viathe packager's OLE handler).
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The DDE protocol may be selected if the editor application supports the standard DDE system
topic for opening afile. DDE permits an inquiry to be performed by the Windows Client about
the current editing state of the file. The Windows Client makes this inquiry periodically and uses
the queried information to update the file-tracking status.

If the editor application does not support any of the above methods, the Windows Client can use
the Process Monitoring method to track the editor. When this method is selected, the Windows
Client periodically checks the process state of the editor. However, because this method does not
allow the Windows Client to track the file state itself (e.g., closure of the file window in the
editor window), the Windows Client defers check-in until the entire editor application closes.
This meansthat if the editor holds multiple file windows and you close one of the file windows,
that closed file does not trigger immediate check-in. Only when you close the whol e application
does the Windows Client run the check-in dialog. Therefore, when this method is selected, you
must exit the editor application in order to initiate a DocuShare check-in.

When you select the ODMA, custom handler, or process monitor method, you will be asked if
you want to open the file using an editor program that is different from the currently assigned
editor. Select Yesto map the file type to adifferent editor. A list of remappable file types will be
presented. Select adesirable file type. The next time you check out afile of that file type, the
Windows Client will use the remapped file type to find an editor program. Note that the
Windows Client uses this file type remapping mechanism to re-assign some common file types
to non-default editors (e.g., editors selected by Windows). For example, the Windows Client uses
WordPad to open text (.txt) files although the default text editor is Notepad.

FoldersTab
= DocuShare Client Properties
Documentl File Types Folders |
"Save Local" folder: I |
™ Automatically clean
ol Dezcription:
: Cached data falder
(@) ~DATA™
@ work Status:
Located at: D:\Program
Files'eeroxhD 5 Clienty~cache™
Containg the following:
Logged files: 13
|Urlogged files: 0
Sub-folders: 0
Open | e | Welete | [ElEat |
QK I Cancel | S | Help |

 The"Save Local folder” field sets the default folder on your PC used for storing alocal
DocuShare file. For example, if achecked out file fails due to a network problem while it
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is being uploaded to DocuShare, the Windows Client allows you select an emergency
folder to save thefilelocally. The folder you enter in this field will be the default for this
emergency save. Usethe ... button to select a different folder. If you directly edit the
folder's path specification, make sure that the path is correct in syntax and that the folder
exists.

The “Automatically clean” option tells the Windows Client to delete temporary work
filesit created in the cache and work folders when the current Windows session
terminates. Check this option to delete temporary files.

Note that the checkbox is gray. The checked state means that the al work folders
including the ODMA subfolder will be cleaned. The gray state means that all work
folders except the ODMA subfolders will be cleaned. The unchecked state means that
work folders are not cleaned when Windows terminates. If there are any transient or
orphaned files left, they will not be deleted automatically. To manually clean work
folders, use the Clean button.

Theicon list under “Work folders’ shows the base work folders of the DocuShare
Windows Client. To see subfolders, double-click on the icon or name of afolder. The
folder expands to atree of nested subfolders. A brief description and status of the selected
folder is shown under “Description” and “Status’ fields.

To see the contents of afolder, select the Open button. The contents will be displayed
using a Windows folder window. Y ou should not manipulate (e.g., rename or delete) any
of the filesin the folder window unless you are certain that the file is not being managed
by the DocuShare Windows Client. To verify if the file is being managed by the
DocuShare Windows Client, open the DocuShare File Monitor window. If thefileis
listed there, do not do anything. Sometimes the File Monitor loses record of a checked-
out file (e.g., due to an abnormal termination of the editor) and the working copy of the
file becomes orphaned. In such a case, you may move or delete thefile.

The Move button lets you move the selected folder to adifferent location. The current
location is described under the “ Status” field. Y ou can move the base work folder and
cache folder; however, you are not allowed to move the data folder.

The Delete button allows you to del ete the selected work folder. All contents of the folder
will also be deleted.

The Clean button lets you clean up awork folder. Only work files that have been logged
by the Windows Client will be deleted.

Note: These folders can only be moved or deleted if the Windows Client has not been
used during the Windows Session. If you want to move or delete one of the folders but
the buttons are disabled in the Settings dialog, reboot Windows and access the Settings
dialog directly through the Windows Control Panel.
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View the Work-In-Progress Folder

DocuShare File Monitor - [wWork-In-Progress Files]

E’? Monitor  Edit Yiew Document Help - |ﬂ |5|
slo| |lx| == =]

Title | Editor windau | Modified | Last che
] l by, bk WORDPAD EXE Mo h A8

| @ propozal doc ODMA editar class: Opustpp Mo M8

| | ol
DocuShare tranzaction closed. 0 gelected (2 total] A

The DocuShare Client Work-In-Progress (WIP) Folder tracks al activity in the Windows Client.
The DocuShare File Monitor (displayed above) allows you to manage the contents of the WIP
folder. Each filethat is being edited, locked, or cached in the DocuShare Client temp directory is
listed. These files can be copied directly to the local file system, unlocked, or deleted from the
WIP Folder.

For diagnostics, the DocuShare Client activity log is accessible through the WIP window. A
hidden pane at the bottom of the WIP window (signaled by the cursor changing above it) can be
pulled up to reveal the activity log.

Columns of the WIP list

Title— Shows the document title and file typeicon of the file. If the fileislocked, a
padlock is placed next to thetitle.

Editor window — Shows the name of the editor's executable modul e, the name of the
editor class, or the editor's window title.

Modified — Y es indicates that the work-in-progress copy of the file has been modified,
and No indicates that the local copy has not been modified since the checkout time or
since the last check-in.

L ast check-in — Shows the time of the last check-in. If no check-in has been performed,
this column shows “N/A.”

File handle — Indicates the number of DocuShare file handles assigned to the file being
edited. If no handle number is shown, the local file has not been checked in yet, or the
fileis orphaned. A file may become orphaned if the DocuShare File Monitor window was
closed inadvertently while you were still editing (that is, a system error happened which
caused Windows to shut down).

Collection — Indicates a DocuShare collection to which the checked-out file belongs.
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e Server address— Shows the home URL of the DocuShare server.

* Filelocation — Shows the full path name of the file being edited.

Activity Log

The activity log maintains a chronological listing of events that occur with regard to the
DocuShare File Monitor. This activity log isin a hidden window pane at the bottom of the
DocuShare File Monitor window. The activity log may be viewed by dragging the frame of the
hidden window pane upwards. Y ou can locate the upper frame of the hidden window pane by
moving your cursor over the lower part of the main window. The frame will be indicated when
the cursor changes into the frame drag cursor (i.e., two horizontal lines with arrows pointing
vertically).

Monitor M enu

» Exit — Terminates the DocuShare File Monitor application.
Edit Menu
» Copy — Copiestext from the activity log.

* Clear All —Clearsthe activity log.

View Menu

* List—Showsthefiletitlesand icons only.

* Details— Shows other information.

» Settings... — Starts the DocuShare Client Settings dialog.

» Events— Enables/disables activity logging (grayed when the focusis on the WIP list).
* Refresh — Forces rescanning of the WIP folder and updating of the WIP list.

e Statusbar — Shows/hides the status bar at the bottom of the main window.

Document Menu

» Lock — Locksthe DocuShare file on the server associated with a selected filein the
work-in-progress folder. A file checked out from Explorer is automatically locked.
However, afile opened through the ODMA Interface or the Windows Open/Save As
dialog may not be checked out (unless you checked the Lock option). In such a case, you
may use this menu item to create the lock manually.

¢ Unlock — Unlocks the sourcefile.

» Savelocal — Letsyou save aselected file to alocal folder in your machine from the
work-in-progress folder.
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» Check In —Allowsyou to check in aselected file. If thefileis not assigned with afile
handle, the file may only be uploaded as a new document.

» Stop — Cancels an ongoing upload process.

» Delete— Deletesthelocal copy from the work-in-progress folder. If the sourcefileis
locked, deleting will remove the lock.

Help

» Contents— Allowsyou to view thefile.

* About DocuShare Client... — Enables you to view the version information for the
DocuShare Client.

Buttons

* Check In —Allows you to check in aselected file. If thefileis not assigned with afile
handle, the file may only be uploaded as a new document.

» Stop — Cancels an ongoing upload process.

» Savelocal —Letsyou save aselected file to alocal folder in your machine from the
work-in-progress folder.

* Delete— Deletesthelocal copy from the work-in-progress folder. If the sourcefileis
locked, deleting will remove the lock.

* List —Showsthefiletitlesand icons only.

¢ Details— Shows other information.

Remarks

The DocuShare File Monitor lists al files that are currently held in the work-in-progress fol der.
Y ou can use the monitor window to find or review what files have been checked out and what
states those files are in. For example, you may see that afile was last checked in at 4:00 pm
and is still being edited using Microsoft Word. Y ou do not need to start the DocuShare File
Monitor manually —it will be started automatically when you check out a document the first
time. The DocuShare File Monitor window is usually hidden from view. To view the work-in-
progress list, double-click on the DocuShare File Monitor icon on the taskbar.

When you check out a DocuShare file via the Windows Explorer, acopy of thefileis
downloaded to a work-in-progress directory and is indexed by the DocuShare File Monitor for
editor tracking and check-in purposes. After it locks the file, the DocuShare File Monitor starts
an editor program associated with the document type of the file. When you close the edited file
or exit the editor program, the DocuShare File Monitor prompts you to save the file back to
DocuShare. Y ou may fill in optional fields and click on Check In to start the upload process.
At this point, you may decide to save the file as a new document in DocuShare instead of
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saving it back as a new version of the checked out file. If you do, select Save As, and you will
be prompted with a new document check-in form.

If you do not want to save the file (despite the edit changes you made), select Cancel. The
DocuShare File Monitor invalidates the file handle assigned to the canceled local file. The
DocuShare File Monitor then asks you if it is OK to delete the local copy that you were
working on. If you want to keep thefile, select No. If the WIP folder is not open, it will then
open. Highlight the filein the list, and select Save Local from the Document menu (or from the
tool bar). You may also select Check In to save the file as a new DocuShare document.
Remember that, once you cancel, the original file handleislost. Y ou cannot save it back as a
new version of the checked out file. If you still need to save it as anew version, follow these
steps: Save thefileto alocal directory using Save Local, start Explorer, go to thefileto
replace, select New>Version from the context menu, and open the local file you saved.

Another note regarding check in cancellation: The DocuShare File Monitor leavesthe file
locked when you cancel. Should you decide to save it to alocal folder, be sure to either unlock
thefile or delete it using the respective menu items of the DocuShare File Monitor. The
DocuShare File Monitor will notify Explorer of alock status change for display updating.
Although a canceled file may be unlocked from Explorer, you will continue to see apadlock in
the WIP folder because the DocuShare File Monitor is not notified. When you delete thefile,
the DocuShare File Monitor displays an error message indicating that the unlock failed.

Y ou do not need to close a checked-out file (or exit the editor program) to initiate a check-in.

If you want to save an interim version, you can do so by first selecting Save in the editor and
then by selecting Check In from the DocuShare File Monitor. Note however, that depending on
how the editor manages an open file, the file may be marked non-shareable, and the Check In
command may fail.

To close the DocuShare File Monitor window, either click on the (X) close box at the upper-
right hand corner or select Close from the system command menu (right-click on the
DocuShare File Monitor title bar to get this menu). Under normal circumstances, you should
not select Exit from the Monitor menu. The DocuShare File Monitor application exits
automatically when the Windows session is shut down, restarted, or anew user logsin.

Open/Save/Save As... Dialogs
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DocuShare Informational
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Desktop applications that support the Window’s Common Dialog will have access to
DocuShare through their Open and Save/Save As... dialogs. The DocuShare folder can be
selected and the DocuShare collection hierarchy can be traversed. An informational side box is
presented to help navigate through DocuShare. The M ode: field notes whether the action will
result in a check-in, check-out (lock and open), or browse.

About Controls

Top area— Displays Help text regarding what to do, depending on the currently selected item.

M ode — Indicates file access mode and data direction depending on the currently selected item.
Possible modes are:

o Select server — open the selected server folder.

*  Open collection — open the selected collection.

* Browse - open the selected file without locking it.

» Check out — open the selected file and lock it.

»  Check in document — check in afile as a new document in DocuShare.

¢ Check inversion —check in afile asthe |latest version of a DocuShare document.

Filesyou selected (bottom area) — Shows the name(s) of the selected item(s).

L ock (check box) — Check to lock the selected file. Available in the Open mode. Grayed in the
Save mode. Note that this option is pre-selected by the “Lock Common Dialog opened files’
option in the DocuShare Windows Client Properties dial og.

File name — User specifies thetitle of a document to open or save. The file namefield is grayed
when in the Open mode. A file must be selected from the directory list. The name field becomes
editable in the Save mode. When viewing a DocuShare collection, the field is grayed regardless
of the mode.

Files of type— User specifies afile type. The types are made available by the editor program.
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To check out an existing file for editing from DocuShare and then saveit back:

1.
2.
3.

10.

11.
12.
13.

14.

15.

Select Open from the File menu of the editor application.
Navigate to the DocuShare folder.

Go to the DocuShare collection that holds the file. If you have not logged onto the server,
you will be prompted to enter a password.

Check the Lock option located in the DocuShare Informational box. If you do not want to
lock the document, leave it unchecked.

Select the file. The M ode: line should read “ Check Out Single” (or “ Check Out
Multiple” for multiple file selection). In addition, the “ Files you selected” area should
mention the file you just selected.

To load thefile into the editor, click on OK or double-click on the file name.

The DocuShare Client downloads a copy of the file from the server (locking it if you
enabled the Lock option), and places it in awork-in-progress folder. To view the
document's work-in-progress status, double-click on the DocuShare File Monitor icon in
the system tray. The WIP folder opensto show files that have been checked out and/or
are currently being edited.

Make your changes. While editing, you may select Save from the File menu. Note that
Save writes out the changes you have made to the local copy of the file in the work-in-
progress folder. It does not cause an actual check-in with the server.

To save the file back to DocuShare, select Close from the File menu.

DocuShare Client produces aform for checking in a new document version. This may
take afew moments.

Fill in optiona revision comments in the Version Comment field.
Click on Check In.

The DocuShare Client uploads the modified copy of the file with your comments and
unlocks thefile.

Once the document is saved back, the DocuShare Client deletes the local copy from its
work-in-progress folder.

If you view the document history in Explorer, your latest version appearsin the list. Note
that two new versions appear if you have made two check-ins, one from the first Save
and the other from closing the document window.

Note that while browsing DocuShare collections, the file name field of the Open dialog is
grayed. You are not allowed to type an arbitrary file name. You must select a name from
the shown list.
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To savealocal fileto DocuShare:

1.

2
3
4.
5

10.

11.

12.

13.

14.

Load the document into the editor. Make your changes.

. Sdlect Save Asfrom the editor's File menu.

. Inthe Save As dialog, navigate to a destination DocuShare collection.

The Mode description should read “ Check In Document.”

. Typein afile name. If you have selected a name from the list shown previously, de-select

it by clicking somewhere in the blank area. The “Files you selected” area should be
blank.

Click OK.

Y our editor program saves the file to awork-in-progress folder of the DocuShare Client.
The document appears in the Work-In-Progress Files list of the DocuShare File Monitor
window.

The DocuShare Client produces aform for checking in a new document. This may take a
few moments.

Fill in the summary and other optional fields.
Click Check In.
The DocuShare Client uploads the new document to the server.

Y ou may continue editing. If you do, however, you should lock the document from the
DocuShare File Monitor window. The Save As mode does not lock the checked-in
document automatically.

Close the document. If the document has been modified since the first check-in, the
DocuShare Client again prompts you with a check-in form.

Once the document is saved, the DocuShare Client deletes the local copy from its work-
in-progress folder.

If an error occurs while uploading thefile, or if you cancel the upload in progress, DocuShare
Client prompts you to open the DocuShare File Monitor window (if not already open), review
the status, and take action if necessary to resolve the problem. From the DocuShare File
Monitor window, you may attempt to check in again, or save to a local folder on your machine.
If you have already closed the editor application, you should also delete the finished file from
the work-in-progress list. Note that when you exit from Windows, all leftover work-in-progress
files are deleted automatically.
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To overwrite an existing DocuShare document with a new version:

Follow the steps for saving alocal file to DocuShare. Instead of typing a new name in the Save
Asdialog, however, select an existing name from the list. The Mode line should read “Check In
Version.” In addition, the “Files you selected” area should display the name you selected.

Limitations

Y ou may not save afilein the DocuShare Client root folder or in any server folder. An error will
result.

After you check out a document, you may want to save it as a different DocuShare document.

Y ou can do this by following the above procedure for saving alocal document. However,
because of the way that the DocuShare Client tracks the document's location, the origina
document continues to be shown in the DocuShare File Monitor window after it is saved asa
new document. If you have edited and saved the original document again after the initial check-
in, when you close the second document (the new one that you created with the Save As dialog),
you may be prompted for checking in not only the second document, but the original document
aswell. Should this happen, you can either continue with the check in, or let the DocuShare
Client discard the original.

When you use the Open or Save As menu the second time, the dialog box may show the current
contents of a previously accessed work-in-progress folder of DocuShare Client (e.g.,
Temp_Folder_C-123). While nothing prevents you from doing so, you should not open afile
from or save anew one to that folder. The folder istemporary and is used by the DocuShare
Client for storing work-in-progress files that are mapped to a certain DocuShare collection. |If
you do save afile (by mistake) into this temporary directory, DocuShare Client asks you if you
want to check it in. If you say yes, your file will be uploaded. However, doing so causes the
DocuShare Client to not receive notification regarding the editor window's identity. This leads to
acondition where a directly saved file is never removed from the Work-In-Progress Files list
even after the editor window is closed. Y ou need to manually removeit. To do this, open the File
Monitor window and execute Delete from the Document menu.

Non-standard functions are not supported. Some editor applications add custom buttons and/or
other controls to the Windows Open/Save As dialog box. The DocuShare Client does not support
them. Use of such afunction may lead to an error.

Some of the buttons in the dialog box are grayed when browsing a DocuShare server.
Specifically, the Create New Folder button and the two List and Details buttons are grayed. To
use these functions, right-click to pop up the context menu, and select the respective items.

Some context menu items that are available in Explorer are not available in the Open/Save As
dialog. They include Add Document, Lock, and Unlock.

Y ou can find the complete list of tested applications that work with the DocuShare Client
through the application’s Open/Save As dialogs in the README documentation. An application
not listed may not work correctly.
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12 DocuShare ODMA Client
Overview

Opening a DocuShare File Using the ODMA Client

Checking In an Edited File to DocuShare

About DocuShare Document Titles, File Names, and File Extensions

M aximum Number of ODMA-Managed Documents

Supported Applications and Known Problems

Differences Between the Common Dialog and ODMA Interfaces

Overview

The Open Document Management APl (ODMA) Client works in conjunction with the Windows
Client and Windows Explorer to make managing your documents easier. With the DocuShare
ODMA interface, you can access DocuShare from within the editor application you use. In other
words, the ODMA Client allows DocuShare to be one of the locations from which you can open
files and to which you can savefiles.

Opening a DocuShare File Using the ODMA Client

The ODMA Client also alows you to open a DocuShare file through an editor application. Using
Microsoft Word as an example editor program, follow the steps below.

To open afilein DocuShare using ODMA:

1. Choose File 2 Open in Microsoft Word and the Open DocuShare Document? dialog
box will appear.

o
DoluShare

o e e w_|
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If you choose No, the standard Microsoft Word Open dialog box appears, alowing you
to browse Windows Explorer to select the file you wish to open. If you choose Yes, a

dialog box for DocuShare opens as shown below:

Dpen DocuShare Documont

EI ||'||| 1Shas j E |.l'l||l-'\- 1= ﬂ
Doy Sanm | Stmhs
Cacan Mo connecion stemples

J. Hiresa LiE
| | ¥
Dioourmant: I | oK I
Sumnasy Cancel |
™ Lok Hesp |

3. Select the DocuShare server you wish to browse. If you have only one server, select that
one. The collections on that DocuShare server will then appear in the next dialog box. If
you are not already logged in, you will have to enter your User Name and password when

prompted.
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4. Browse the collections/folders until you find the folder you want to edit, and double-click

the file to open it. Y ou have now checked the file out of DocuShare. Think of it as
borrowing the file.

If you checked the L ock checkmark, DocuShare will lock the file and load it into
Microsoft Word. Y ou can then edit the file as you wish.

Note: Remember, when editing a DocuShare file in an editor application (e.g., Microsoft
Word), you are not actually editing the file on-line in DocuShare. Therefore, using the
Save command while editing afile does not save the file back to DocuShare. Save will
only save thefile to your local computer. Y ou must use Close or Save Asto upload the
file back to DocuShare. See the next section for more information.

Y ou can also open a DocuShare file through Explorer by double-clicking on the file (or selecting
Check Out from the right-click menu), and thereby launching the editor application from
Explorer.

About Controls

File Open button — Takes you back to the application's native Open (or Save As) dialog.

L eft drop-down list — Lists the currently browsed collection, its parent collection, and so
on.

Up One L evel button — Takes you back to the parent collection.
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* Right drop-down list — Lists the supported ODMA file types. Select a specific typeto
limit the file listing to files of that type only.

* Document — Specifiesthetitle of a selected document.

» Summary — Displays the summary text attached to a selected document in the Open
mode, or lets you enter summary text in the Save mode.

» Lock checkbox — Enabled for Open only. Locks the document on DocuShare and opens
the document for editing; otherwise, the document is opened for browsing only (i.e.,
Read-Only mode).

Checking In an Edited File to DocuShare

When you are finished editing a document using the ODMA Client, you may save thefile locally
on your computer, or check the updated file back into DocuShare. Think of checking thefilein
asreturning it. Save alone will not check the file back in to DocuShare. Follow the steps below
to check in an edited file to DocuShare.

To check afileback into DocuShare:

1. Sdlect Closeto close the edited file.

2. You will be prompted as to whether you want to save changes. Choose Y es (unless you
do not want to save changes). The Check In Updated Document dialog box appears:

DocuShare - Check In Updated Document |

Title: IWnnchiff Schedule
Surnmary: |
Dwner: IBrian F alkenhainer

Werzion |
LComment;

File name: IDn:n::umenH .doc

Hamdle: IFiIe-1 RO I@

Check In I Digcard Savel:ncall
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3. Click on Check In. Enter any version comments you wish in the corresponding field.
Note: You can choose the Save As option to give the updated file a new name on
DocuShare, or you can cancel.

4. You will see an updating dialog box appear as the document gets uploaded to the
DocuShare server. The updated file is now checked back in to DocuShare with any edits
you made.

The Discard button will unlock the file and discard the edits. The Save L ocal button will
allow you to save thefileto thelocal file system. In either case, the file stored in DocuShare
will not be affected.

About DocuShare Document Titles, File Names, and File Extensions

When you type a name in the Save DocuShare Document dialog to save afile, you are actually
giving thefile a DocuShare “title.” DocuShare maintains another file property caled “file
name.” The DocuShare Client does not actually use the file name. Rather, when the DocuShare
Client needs afile name to make afile transfer (in Explorer for example), it generates a path
name that concatenates the work-in-progress directory path, the DocuShare title, and the
extension part of the DocuShare file name. It then runs the resultant path name through a
validation routine to remove any illegal characters, and to curtail the name length to within the
range that Windows permits.

In the Save DocuShare Document dialog, you may or may not specify afile extension as part of
thetitle. If you do not, the DocuShare Client automatically uses a file extension name associated
with the editor application you are using. The DocuShare Client then generates a “file name” by
concatenating the title you supplied with either the extension you supplied as part of the “title”
specification, or the extension it generated. Y ou see this generated file name in the File name
field in acheck-in dialog box. For example, if you save aWord 97 file and call it “Business
proposal” without specifying any extension, the file name that is generated is “Business
proposal.doc”.

A problem arisesif you try to save afile of anon-standard type. For instance, you may save a
Word template file and call it “Entry automation macro.” The file should be given the extension
“.dot”. However, because the DocuShare Client always uses the same file extension for a given
editor (in this case, “.doc” for Word), the template file would be given the incorrect extension of
“.doc”. When you see the file name in the check-in dialog, it reads “Entry automation
macro.doc”. In such acase, you need to edit the file name in the check-in dialog and assign the
correct extension name before selecting the Check In button. Y ou can avoid this problem if you
first type “Entry automation macro.dot”. The DocuShare Client simply copies thetitle to the file
name field and the correct extension will be forwarded to the server.

If you have missed the chance to correct the extension, you can:
1. Open the collection in Explorer.

2. Dragand drop the file onto alocal folder in your machine.
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3. Correct the extension name.
4. Copy it back to the collection.

Simply renaming the title from inside the collection view is not enough. Doing so will not affect
the file name including the extension. In addition, when you do thisin Explorer, make sure you
can see thefile extension. If the extensions are not displayed, use Explorer's Options to correct
the view settings.

Maximum Number of ODMA-Managed Documents

An application working with the DocuShare Client via ODMA may open up to 16 documents (in
practice, this number is 14 or less because several of the document slots are used for transient
purposes). If you are a user of a Corel 8 application, you will not be able to consecutively open
and/or save a document more than 14 times within the lifetime of the application’s process. If
you attempt to open more, the DocuShare Client will aert you when you have reached the limit.
Restarting the application will clear this effect (the document counter is reset).

Supported Applications and Known Problems
Refer to the README documentation.

Differences Between the Common Dialog and ODMA Interfaces

Although the Windows common dialog interface of DocuShare Client is similar in functionality
to the DocuShare Client's ODMA interface, the check-in and check-out processes are controlled
differently. Because of this, you may encounter a check-in prompt from the ODMA interface at
an unexpected time. For instance, the common dialog interface does an actual check-in and
uploads the file to the server when you perform a Save As. The ODMA interface, on the other
hand, defers the actual check-in and upload of the file until you close the document.
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13 PaperPort Link to DocuShare

Overview

PaperPort Preferences

Upload Parameters

Overview

The PaperPort Link to DocuShare is a plug-in for the popular Visioneer PaperPort Desktop that
is bundled with many desktop scanners. The Link is available for download from the DocuShare
HelpDesk. It is a self-contained installer that does not require the DocuShare Windows Client to
be previously installed.

If you are familiar with PaperPort desktop links, the actions for using the DocuShare plug-in will
be easy to identify and use. Items, usually documents, normally appear on the PaperPort desktop
asthe result of a scanning operation. In Xerox DocuCentre systems, the Scan-to-File facility can
place items on the PaperPort desktop. Once on the PaperPort desktop, items can be processed by
dragging them onto one of the link icons on the link bar displayed at the bottom of the PaperPort
Desktop. Installing the PaperPort Link to DocuShare creates its own link icon. For more
information on the PaperPort Desktop and links, refer to the online help for the PaperPort
Desktop and the online help for the PaperPort Link to DocuShare for more information.

The PaperPort Link to DocuShare allows items to be uploaded directly from the PaperPort
Desktop into DocuShare. Items in DocuShare can not be retrieved back to the desktop through
the Link. If installed on a machine with the DocuShare Windows Client, mapped DocuShare
servers will be accessible and shared by both the Link and Windows Client.

The PaperPort Link to DocuShare has two dialog window boxes, Link Prefer ences and Upload
Parameters. Each hasits own Help information.

PaperPort Preferences

To view the PaperPort Link to DocuShar e Preferences:
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1. Right-click on the DocuShare Link and select Prefer ences in the pop-up window to open
the Link Preferences window.

Link Preferences

Links |

LCategony:

Default File Farmat to Uze:

[ Multi-Page TIFF - Group 4 [ TIF) =]

Freferred Collections;

Customer First ... Second Mature Toolk.
| Document M anagement and IntraMet =
DocyShare Training taterisls (b

[« | 2

™ Enable upload diagnostics

¥ Display Link lcon

Browsze...

Delete

il

Delete Al

Link Help

;

o]

Cancel |

Help

2. Set the default format for the files to be uploaded to DocuShare.

3. Specify the more frequently used Collections to upload files to. These Preferred
Collections will be available for quick selection from the Upload dialog.

4. Logging can also be enabled from the Preferences Dial og.

Upload Parameters

To upload afileto DocuShare:
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1. Drag adocument from your PaperPort Desktop and drop it onto the DocuShare Link to
open the Upload Parameters window.

Upload Parameters EE

Jpload To:

[ ] € New Version

LCaollection:

IEustomer First ... Second Nature Toolkit (& thj Browse... |

Title:

ILetler

Author;

ITnn_l,J M artin

Surnmnarny;

IHeferred by Eric Gunip.

Femaords: ITI

finance, accounting

ISave az ype: ﬂl

| Mult-Page TIFF - Group 4 [~ TIF) x| Hep |

2. Specify whether the file should be uploaded as a new file or as a new version of an
existing file.

3. If uploading as anew file, select the Collection for the file to be uploaded to from among
the Preferred Collections. If you don’t see the Collection you want, use the Browse
button to connect to the server and select it. If uploading as a new version, use the
Browse button to locate the file you wish to update.

4. Fill inthetitle, author, summary, and keywords fields for the new file.

5. Specify what format of the file should be uploaded.
6. Press OK to start the upload.
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14 Troubleshooting DocuShare

Below are some common usage questions or problems and suggested solutions. For other
guestions not addressed here, or late breaking information, please consult the End User FAQ at
http://www.xerox.com/products/docushare/fags.html.

Problem

| can't create an account on
DocuShare.

| can't log in to DocuShare.

| forgot my DocuShare user
name.

| forgot my DocuShare
password.

When | try to add afileto
DocuShare, | do not see the
Browse button that | need to
useto locate thefile.

| have the DocuShare File
UpHelper Application
installed on my computer,
but when | click the Add
File button, the UpHel per
does not start. Instead | get
the Create File page.

| have the DocuShare File
UpHelper Application
installed on my computer,
but when | click the Add
File button, | get adialog
box that tells me that my

Solution

Your Site Administrator may have restricted account creation to
either other DocuShare users or to the Site Administrator. Contact
your DocuShare Site Administrator.

Make sure you are using a browser that supportslogginginto a
system. Use Internet Explorer 2.0 or higher, or Netscape
Navigator 2.0 or higher. Also be sure that this browser supports
cookie files and that cookie files are enabled for your browser.

Some users report this problem when their browser is not set to
refresh the page with every visit to the page. In those cases, they
are actually logged in and are seeing out of date pages.

View your User Services. Your user name will be displayed there.
Y ou can view the User Services page even if your are not logged
in.

Do not create another user account. Call your DocuShare Site
Administrator to reset your password.

Y ou are not using a browser that supports the file upload standard.
Install the DocuShare File UpHelper Application. Also adjust
your Use Helper for Upload User property.

Adjust your Use Helper for Upload User properties. To ensure
use of the UpHelper, set that user property to either Always or
When Necessary.

Y our browser is not configured to recognize the UpHelper
Application.

If you are using Internet Explorer, reinstall the UpHel per
application and select Y es when the installation program asks to
configure your browser.

If you are using Netscape, you must manually configure your
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browser doesn't know what
to do with the program.

The Netscape window hangs
when | try to upload afile
into DocuShare.

| uploaded afileinto
DocuShare. Everything
seemed to work properly, but
my fileis not there.

| uploaded afileinto
DocuShare and received an
error saying it had an invalid
index or was unable to open
the collection.

When | click on thetitle of a
filein DocuShare, | get the
message "Unknown File
Type - You have started to
download afile of type
application/...."

| am using Internet Explorer.

When | click on aPDF filein
DocuShare, | just get a blank
page. The file does not seem

to open.

| added HTML markup to an
object's properties and now
the page won't display
properly.

| can't find something I'm
looking for in DocuShare.
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browser to recognize UpHelper.

Check to seeif the fileisopen in it’s associated application (for
example, Word or PowerPoint). If it is, close thefilein its editor
and try the upload again. (Thisis a suspected bug in the Netscape-
Windows interaction.)

Check your browser's proxy settings. Y ou should not be using a
proxy server to access your DocuShare server.

If you return to the collection into which the file was being added,
you should find that the file was correctly uploaded. If so, the
problem was with the search indexing step that occurs after your
file has been uploaded. Thefileis stored but not indexed. Contact
your Site Administrator to report the problem.

Make sure your browser is configured to use a helper application
to view thistype of file.

Thisis aknown interaction problem between the Internet Explorer
browser and Acrobat (PDF) files. Contact your Site Administrator
for assistance.

DocuShare alows you to put HTML markup in text-based
properties such as an object's Description or Summary. You
should limit use of HTML to simple formatting commands like
font changes and lists. Including header commands like <HTM.>,
<HEAD>, or <BODY> will most likely interfere with DocuShare's
own HTML commands, leaving a page that is either blank or very
poorly formatted. Y ou should also avoid using any markup in
Title and Summary properties that affects the vertical layout, such
as IMG and list directives, because those two properties are
displayed in contexts that assume simple strings.

There are avariety of techniques for quickly locating content.
These include:

» Using the advanced Search tools to describe the content.
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| am logged in and | need to
access a DocuShare object,
but when | do, | get a
message that says "Not
Authorized.”

| accidentally deleted a
collection without deleting
the objectsit contained. |
can't find those objects.

| moved a collection to a new
location. Now | can't find the
collection in the new location
or the old location.

| thought | deleted an object
from acollectionin
DocuShare, but when |
navigate to the collection
page | still see the object.

| logged in, moved through
the DocuShare site and then
used the Back button on my
browser afew times. Now
my logged in status says I'm
Guest?
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» Using the What’s New? Feature if you know the content
was recently added.

» Using the Contents feature to get aview of acollection’s
contents that is several levels deep.

Contact the owner of that object to have them extend Reader
access permission to you.

The objects from the collection are till in the DocuShare
database. Y ou can directly access an orphaned object if you know
its unique address (for example,

http://sal es.acme.com/dscgi/ds.py/Get/File-128). Otherwise, call
your DocuShare Site Administrator to locate an orphaned object.

Y ou have accidentally orphaned the collection. The collection is
still in the DocuShare database. Y ou can accessit if you know its
unigue address (for example,

http://sal es.acme.com/dscgi/ds.py/Get/File-128). Otherwise, call
your DocuShare Site Administrator to locate an orphaned object.

If you are using the browser Back button, Go list, or Bookmarks to
navigate, you may have accessed a cached version of the
collection page. Click Reload in the browser to refresh the page.

Y ou have accessed a cached version of the collection page. Click
Reload in the browser to refresh the page and your login status.
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